New York Coliseum: site of this month's National Business Show 


IN @ Subject corre spondence hiles—a sim ple system for small offices 


THIS ISSUE @ You can’t automate personnel problems but you can 


institute a program of effective human relations 
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1. When you change from slow-poke, money-wasting 
card files to Revo-File, no costly transposition is required 
No new cards. No key-hole punched cards, Just pick 


up your present cards by handfuls, drop ‘em into a 


2. No chance of losing cards! Revo-Vile 
has an patented method of 
holding cards in drum without relying on 
holes punched in cards or other methods 
of attachment, which often cause wear, 
mutilation, and eventual “fall out’ of 
cards from drum into base of file. (No 
trapdoor needed in Revo-File.) 
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“ Mosler Safe “=: | 
For 


How much would 


can save you the first 


Revo-File, and go to work! Revo-File is the only 


you guess a Revo-File 


37 minutes in your office? 


$25.00 


$50.00 


$100.00 


$200.00 


single-drum rotary card file of its type that lets you 
do this, It saves an average of $200 in change-over 


COSLS 


3. No limits on work speed! Since cards 
are not attached, one or hundreds can be 
and re-filed instantly 
place Revo-File in most comfortable work- 
ing position for any clerk. ¢ 


Mosler Roto-File can accommodate 
kasy to 
more than 80,000 cards. Has all the 
' ? exclusive features of Revo-F il on 
ATC one ti 
ontes athocs' a bigger scale. Electrically controlled 
sa. All standard and most , 
drums rotate independently evera 


off-standard sizes accommodated. Manual 
electric 


Revo File, Roto-File Div. @ The Mosier Safe Co., Dept. OM-48, 320 Filth Ave New York |. N.Y 


lel 


. often much more ! (Is $200 what you guessed ?) 


For big-volume card-filing! [hie new 


clerks can work at same time 


selector 


models, 


More Information From Advertisers Use Readers 


Please send me complete information about (check items you wish 
Mosler Revo-File, world’s finest rotary card file Mosler Automatic Electri | 
Selector Revo-File New Mosler Roto-File for volume card-filing applications | 
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Today you can reach farther for sales 
Open your door 4 | 


by inviting out-of-town customers to fele- 
phone you collect. 


to more 


The Call-Collect Plan makes it easy 
for your customers to reach you at order- 
: d ing time. Helps you give them fast, 
out-o -town oraers personal service. Brings you new busi- 
ness between salesmen’s visits. Opens 


b sa in new 1 
y y 9, It’s s, e to establish. A telephone 
“Call us—Collect 1"? company representative will gladly help 


you work out the details. Just call your 


Bell Telephone Business Office. 


i 7 
| ' 
| LONG DISTANCE RATES ARE Low | 
Here are some examples: 
' 
| New York to Philadelphio . . . . 50¢ } 
' Cleveland to Indianapolis . . . . 90¢ ; 
: Atlanta to St. lovis. . . . « « » SM | 
' Chicago to Denver. . . . «. « « S18 ; 
{ 
\ Washington, D.C., to San Francisco =. 920 : 


; These are the daytime Statien-to-Station rates ! 
' for the first three minutes. They do not include ' 
i the 10% federal excise tax ' 

i 
i j 


be waa a 


4% 
BELL TELEPHONE SYSTEM ¢ A: 
Call by Number. It's Twice as Fast . 4 
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Why don't we have the meeting in my office? 


Making over small offices so that the 
space becomes more useable is a routine 
operation with Macey-Fowler . . . for Macey- 
Fowler planning experts have solved this 
problem time and time again 


If you would like to make your small 
office space . . . more practical, more effici- 
ent, and more comfortable, you can accom- 
plish this transition easily. For when you 
employ the talents and services of Macey- 
Fowler, you'll have all the cumbersome de- 
tails taken off your hands . . . and the end 
result will be an office you'll find a pleasure 
to work in—an office that “looks like a 
million” 

Talk with Macey-Fowler . . . whether you 
need an entire new office, or only a file 
cabinet or steel desk . . . you'll find the time 
well spent. 


P > 
BOSTON: 150 CAUSEWAY STREET + Richmond »r800 Mace ° owler NEW YORK: 305 EAST 63rd ST 
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Office Methods, Equipment, Personnel, and Purchasing 
Sponsor of the “Office of the Year” Awards 


in this issue: 


Like attracts like (Editorial)........--.-++++++> bo 0c 
How to install subject correspondence files 
in the smaller office coeceeeereeoee+  -eeeeeeeeeeeses 30 


by John M. Anderson 


Institute offices steel the scene: show 


metal’s versatile beauty-- +++. 000665 cece eres 32 
Building an effective human relations program: ---- 34 
by Ralph W. Fairbanks 
Paper—what’s in it counts as much as what's on it... 36 


How a “medium sized” firm mechanized sales 
analysis at reasonable cost. -- 005.50 esse e eee . 38 


How scientific are your management decisions?...- 40 
by Eugene E. Jennings 


Automation in the office... -. 6000.6: se eeees 12 
Two office conferences on this month’s agenda -» - 44 
Office building designed from “inside out” -- - 68 


National Business Show at Coliseum 


this month seus esas eee eeen ‘ beos see ; P ° 69 
Tools of the Office series -- tenes ce eeeees re 


This month: Intercommunications equipment; 
dictating and transcribing equipment 
by Robert Beeman 


TV tele phones, robot controlled 


microfilm files, and an inventory 


control chart that registers in 


stantaneous knowledge of com 


modity changes are just a few of 


the office machines that every 


executive worth his salt will have 


by 1970. In fact, this month’s HHT} 


National Business Show has 


them already. See the story on 


page 69 for details. 


Subscription: $3 a year in United States and in possessions, Canada, Mexico, Cuba, 
Central and South America. Other countries $9 a year. Single copies 35c; Yearbook 
Issue $1. Copyright 1956 by Andrew Geyer-McAllister, Inc. ; all rights reserved. Also 
publisher of Geyer's Dealer Topics, Who Makes It and Where, and The Gift and 
Art Buyer. Please give 60 days’ notification of any change of your address. Re- 
entered as second class matter June 29, 1953, at the Post Office at New York, N. Y., 
under Act of March 3, 1879. 
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Classic 


CARBON PAPER 


FROM FROM, Iv 
) 


Kop 

MPLETELY NEWS 

From the new smudge-proof carbon coat- 

ing to the new shock proof bac k, modern 

' Classic Carbon Paper is engineered to 

pee mget the more demanding require- 
. ments of modern typewriters 


The shock- proof back softens the jarring 
action of high-speed electric typing— 
the cause of unevenness produced by 
ordinary carbons. Only the exact 
amount ot carbon necessary to create 


? With either electric typewriters or re- 4 Sharp, full-bodied image is released. 
nl cent manual machines, modern Classic — For carbon copies that you'd be proud 
Sia Carbon Paper produces a new sharpness to send to anyone, specify Modern 
of write and aniformity of appearance— — Classie—the carbon paper designed for 
i truly the ultimate in carbon copies. modern typewriters. Columbia Ribbon 
i The scientifically formulated carbon and Carbon Manufacturing Co., Glen 
coating is deep dyed to form a perma- Cove, N. Y. 
nent bond with the paper stock fibers. Py 
The carbon is transferred on/y by impact f- 
of the type face to produce permanent, : 
smudge-proof characters. Micro-blended FREE GUIDE! Fox zou fees copy of ous 
new “Carbon Paper Facts’ type make and 
for absolute smoothness, this new model of your typewriter and the number of 
coating assures complete uniformity of KF — p 
upper and lower case characters, 
Rd ne 
As | COLUMBIA RIBBON & CARBON MANUFACTURING CO., Inc. 


: MODERN CLASSIC 
: CARBON PAPER 


by 


6710 Herb Hill Road, Gien Cove, N. Y 


Rush tree—'' Carbon Paper Facts.” 
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Sperry-Rand, IBM conclude 
licensing agreement 
Two major manufacturers of punch 
ed card and electronic business ma- 
chines have agreed to exchange licenses 
to manufacture equipment in those 
categories. Sperry-Rand Corp. and In 
ternational Business Machines Corp. 
have announced that they have entered 
into a non-exclusive licensing agree 

ment for that purpose. 

The agreement comes at the end of 
more than a year of negotiation during 
which each company brought suit 
against the other. Sperry-Rand had 
hled an anti-trust complaint against 
IBM on December 27 last year, while 
IBM had filed a counterclaim on June 
6, this year, which charged patent in 
Iringement. 

Upon entering into the new agree- 
ment, both companies withdrew their 
complaints. 

The agreement calls for each com 
pany to exchange licenses under its 
own patents and patent applications 
existing as of October 1, 1956. 

Inasmuch as IBM has the greate: 
production of punched card and elec 
tronic data processing machines, it will 
pay to Sperry-Rand a fixed annual roy 
alty amounting to $1,250,000 for eight 
years, These payments will be credited 
against production royalties, and after 
the eighth-year payment has been 
made, no further royalty payment will 
be due. 

Simultaneously with this agreement, 
both companies announced that they 
had agreed upon a procedure for set- 
tling patent interferences now pending 
in the United States Patent Office. They 
agreed, further, to exchange technical 
information concerning punched card 
accounting and electronic data process 
ing machines announced or released 
prior to October | of this year. 


U. S. World Trade Fair 
scheduled in April 
Important developments in office 
equipment and stationery from outside 
the United States will be a feature of 
the United States World Trade Fair, 
which will be held April 14-27 at the 
New York Coliseum. To date 23 
major nations have announced plans 
to participate, with West Berlin also 
to be given equal status as a 24th par 
ticipant. The Fair has received back 
ing from New York City’s Mayor 
Robert F. Wagner, New York Govern 
or Averill Harriman, and the U. S. 

Department of Commerce. 
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There’s safety in the shine 
if there’s Du Pont Ludox in the wax 


Quick work, Miss Jones—the boss is waiting! 
Safer work, too, because that gleaming floor wax 
contains “‘Ludox’”’ colloidal silica ... Du Pont’s 
anti-slip ingredient. | 

In more and more offices, hospitals, schools 
and churches, the unique “‘snubbing”’ action of 
““Ludox”’ is reducing skidding and slipping. This 
action occurs when the pressure of a footstep 
forces the hard, transparent ‘‘Ludox’’ particles 


AEG. us. pat. OFF 
BETTER THINGS FOR BETTER LIVING 
«++ THROUGH CHEMISTRY 


into the softer wax .. . absorbing the foot’s for- 
ward-moving energy. The result: added traction 
and safety underfoot. 

What's more, high-grade waxes, properly for- 
mulated with “Ludox,”’ retain all their basic prop- 
erties: gloss, water resistance and leveling. Have 
your maintenance man insist on a floor wax con- 
taining ‘“‘Ludox.’’ You'll see that beautiful floors 
can be safer floors, too. 


For safety underfoot, specify floor waxes made with 


LuDOoOxX 


Colloidal Silica 


For More Information From Advertisers Use Readers’ Inquiry Coupon on Last Page 
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SPEED PAPERWORK! CUT DUPLICATING COSTS 


wtt KEROGRAPHY 


Copy onto masters for any of these duplicating processes 
OFFSET + SPIRIT’ DIAZO 


New developments in xerography 


make it the one, all-purpose, fast 
and economical process for copying 
anything written, typed, printed or 
drawn, onto different types of 
masters for duplicating, at low cost. 

Now you can copy subjects like 
those shown above onto offset paper 
masters, pre-sensitized positive 
working metal masters, spirit (*or 
other fluid-type masters), translu- 
cent masters, by this versatile, photo- 


SAVE time 


AND MONEY 
WITH 


XEROGRAPHY— 


the one, 
all-purpose, fast, 
economical 
process for 
copying subjects 
like these onto 
masters for 
duplicating by 
offset, spirit 

or diazo. 


exact, dry, electrostatic process. 

Versatile xerography provides the 
solution to your copying needs. 
Original copy can be enlarged, re- 
duced or made same size. Masters 
can be made from opaque originals 
or from copy on both sides. Only 
with XeroX® copying equipment 
can you prepare masters for many 
types of duplicating with one quick, 
economical process. Xerography 
for speed and savings! 


W R IT for “proof of performance” folders showing how xerography is saving time 
and thousands of doliars for companies of all kinds, large and small. 


THE HALOID COMPANY 
56-46X HALOID STREET, ROCHESTER 3, NEW YORK 
BRANCH OFFICES IN PRINCIPAL U.S. CITIES AND TORONTO 


XEROGRAPHY 


( ZE-ROG-RA-PEE) 


eet ante way to make masters for duplicating 
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Thirty °56-57 meetings 
planned by I.M.A, 
The International Management As- 
sociation, afhliate of the American 
Management Association, has an 


nounced that by the end of its first 
full year in operation it will have held 
more than thirty meetings on various 
aspects ol managing foreign opera 
tions. More than 1,000 executives of 
American and Canadian companies 
with interests abroad are expected to 
participate. The I.M.A., formed 
earlier this year, has a dual objective: 
to help domestic companies build and 
strengthen the managements of their 
foreign operations, and to provide for 
international exchange of management 
information. The first of these goals 
will be emphasized at the scheduled 
meetings. I.M.A. also plans two 
large-scale national conferences to be 
held in January and May, 1957, seven 
orientation seminars, and more than 
twenty workshop seminars. 


Salesmanship stressed for 
building management 


The future of leasing in the nation’s 
major office buildings was the major 
topic ol discussion at the opening ses 
sion of the National Association of 
suilding Owners and Managers con 
vention. H. Hamilton Weber, ex 
ecutive vice president of the Empire 
State Building Corp. of New York 
was one of the principal speakers at 
the start of the four-day meeting held 
at the Biltmore Hotel in Los Angeles, 
Cal. Mr. Weber stressed the idea of 
salesmanship as the key to successful 
building management in the future. 
He stated that shortages and artificial 
stimuli following World War II were 
responsible for complacency creeping 
into the industry, and that now, al 
though buildings were enjoying full 
occupancy, the volume of new con- 
struction being carried out in many 
cities provided an atmosphere in 
which competition and salesmanship 
would resume leading roles. Aspects 
of both the salesmanship and compe 
tition themes were discussed in con 
siderable detail throughout the con 
vention. The Association's outgoing 
president, Sterling Bigler, touched up 
on the idea of competition being set 
off by new structures. He said that a 
“completely new concept” in office 
building design had emerged from 
the post-war construction program. 
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enjoy unparalleled 


EASE OF OPERATION 


on the world's tastest electric 


Smith-Corona’s exclusive “Keyboard Slope” 
slants the keys to fit the natural movements 
of your fingers. That, plus the fact that 
there are more operating controls in the 
keyboard area than on any other electric, 
makes the Smith-Corona the easiest, 

fastest electric ever devised. It also has 

the quietest operation of any electric. 

Why not see and try it for yourself? You 
can arrange an eye-opening ten minute 
demonstration in your own office by calling 


your local Smith-Corona representative. 


SMITH-CORONA ELECTRIC 
best business connection you ever made 
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spe idee 


* Automated Data Processing by Moore 


A popular misconception of automation pictures it as a 
system controlled by costly machinery . . . available to 
big concerns only. But plain, ordinary, efficient automa- 
tion (without the glamor) quietly works small miracles 
for small businesses every day. Whatever the size of 
your business, the man from Moore can show you how 
ADP gives you maximum results in processing data 


teeth nella 
‘MN BOAT CO. 


MATION THE 


automatically. Moore does not manufacture ADP ma- 
chines but knows machine applications. Forms design 
and construction must be adapted to any machine, and a 
Moore man’s unbiased advice is constructive for that 
reason. Thus workability is planned into the system. ADP 
by Moore can be put in on a schedule that’s practical 
and suitable... all at once, or in planned stages. 


™ 


= aoe. 
46ui2 


The Moore man knows automation and brings ‘composite’ experience 
to your problem. Behind him are the resources and wide experience of 
the largest, most versatile manufacturer of business forms. This com- 
bination has brought system improvement to many Moore customers. 


Big results in automation at little cost 


ADP obtained maximum benefits for this company — without heavy 
investment—without disturbing current operations. 


SEE CASE HISTORY ON FACING PAGE 
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ORDER DEPARTMENT —An incoming customer-order is 
checked against the Daily Stock Inventory Report, to record 
on the order papers: shipments to be made and back orders. 
Proper control, on paper, of an order’s disposition means 
speedy shipment (in full or part) with prompt, accurate 
advice to salesman and customer. 


CUSTOMER SERVICE — Completed forms move ahead rapidly 
so that orders are received, shipped and billed the same day: 
Shipping set copies to Stockroom, Shipping and Traffic . . . 
Invoice set to Billing for release on notice from Traffic . . 
Punched cards to Tabulating for analysis and preparation 
of reports. 


ORDER TYPING — Prepunched cards containing Ship To, Bill 
To, Item and Back Order Item information are pulled. When 
processed through a card accounting machine, they im- 
mediately produce (on separate cable-connected typewriters) 
a Moore 6-part Continuous Invoice and a Moore 7-part 
Shipping Order (for both original and back-order shipments). 


MANAGEMENT REPORTS —T'abulating provides reporta daily 
(not weekly or monthly) on the previous day's activity. They 
are accurate, up-to-the-minute summaries on which manage- 
ment bases decisions that affect business today. This fur 
nishes control never before realized, with the benefits felt 
in inventory handling, distribution and procurement. 


Moore Forms are the heart of the system 


They deliver the ADP efficiency 


For a medium or smali business the 
benefits of automation may need only 
the application of an ADP system by 
Moore. ‘Automated Data Processing’ 
means the continuous and integrated 
operation of data processing using 
automatic machines. Only minimum 
changes in your present procedures 
may be needed to achieve practical 


NIAGARA FALLS, N.Y. + 


DENTON, TEXAS 


results in automated operation, with- 
out costly investment. Moore forms of 
every kind and description are designed 
to fit any business system, even a 
simple operation. For ADP efficiency 
in your business, call in the Moore 
man, without obligation, of Course 
(he’s in the Classified)—or write the 
nearest Moore office below. 


Ine 
EMERYVILLE, CALIFORNIA 


The efficient Moore 
Speedifio form 


Since 1882 the world’s largest manufacturer of business forms and systems. Over 900 offices and factories acrogs U.S. and Canada, 
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There is nothing faster* and quieter 

than the new ADDO-X 10 key 

adding machines with STEP-O-MATIC 
MULTIPLIER LEVER. ADDO-X's 
lightness and shortness of key action 
minimizes’ finger travel and saves operator's 
energy. Precision manufacture 

reduces operational noise to a whisper. 
Write for literature? today. 


ADDO MACHINE COMPANY, INC. 


145 WEST S7TH STREET, NEW YORK 19. N.Y. 


WEST COAST BRANCH 


WESTERN ADDO MACHINE CORP., 2921 BEVERLY BLVD 
LOS ANGELES, CALIFORNIA, TEL.; DUNKIRK 5-2247 


* At 175 r.p.m. 
t Also on our NEW two register 


machine 
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THE RECORD IS CLEAR  Putitinwriting... Pass along 


your thoughts ... Keep a history of your performance... And KNOW that with 
NU-KOTE your hand-written records are clear. ¢ Countless hours in the laboratory 
plus an honest pride in our work produced NU-KOTE—the first, and the only, 

pen or pencil carbon that delivers a no-smudge record copy with the merest whisper 
pressure * And you'll find it lasts more than twice as long. Try it and see! 


“available in boxes, reams and register rolls. 


Convenient coupon for a sample, FREE with our compliments. 


Name Title 


Firm Address 


City State 
MITTAG & VOLGER, INC., PARK RIDGE, N.J.+ TELEPHONE: PARK RIDGE 6-0001 
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THE ORIGINAL 
... THE ONLY 


YEARBOOK 


OF THE 
OFFICE MARKET 


__ NOW IN PREPARATION . .. THE 1957 EDITION 


for OFFICE MANAGEMENT’S editors are now hard at work gather- 
ata. tye the ing the material and putting together the new 1957 Yearbook. It 


is the first and only reference work of its kind in the office field— 

Office Management published originally as a mandate from office management execu 

YEARBOOK tives concerned with office administration—and since, acclaimed 
by their leaders everywhere. 


‘ The © C w , ‘ . 
A Direstery Sulton es The YEARBOOK serves to interpret the revolutionary changes 
A (4 | earo¢ ¥ 4 € . . - . 
MANA “> oh ialenaae that are taking place in office techniques; to present the vast 
nnua review ecn ‘ v 


ew machinery and equipment number of new types of machines and equipment and to bring 
comprises a solid directory catalog coordinated catalog-type information in handy-form for use in 
and efficient buying quide tor manage 


America’s substantial offices. 
ment exe tive 4 ba sellina 


‘ for advertiser 


Long Life for Advertising Message 


endered by the Yearbook jeared 


veg ade ay oped ™, conte FOR VITAL DATA 


snd where r reterred ? 


‘ 


your me sqge 
and ata } intormatior NM be there 


‘ te! f tory 


The entire YEARBOOK is sectionalized to enable the user to 


you locate the specific information he wants, immediately. Here are 
Extra Reader Interest. Published 


the classifications where readers can select the needed information 
March for reference throughout th for effective office operation: 
entire year, the Yearbook intormatior 
achieves 6 reader use and reader if e Trends in Automation and e Tools of the Office—Survey 
Seren oF uniGNS van “Onees ‘<i Integrated Data Processing of Machine Developments 
a Sere b a lend y “ e Systems Design, Forms Re ° Directory of Manufacturers 
advertising message) will have the vision and Simplification of Machines and Equipment 
argest circulation of the year... the New Devel in Office 2 Personnel Practices 
requiar 23,362 subscribers, plus an o New Levelopments in ee e Catalogs, Booklets and 
additional bonus of 7,000 copies t Layout and Furnishing Brochures 
meet the specie domaee for this once e Directory of Manufaccurers 
a-year reference bo 


e Office of the Year Awards 


of Office Furniture and Fur- ® Preview of 1957 Calendar of 
No Increase In Rates. With all these ishi : 
plus values. there will be no increase nis ings Events 
i tes for advertising in the Yearbook , ated om 
ohne 12 an pen fed ps Be sure to include the YEARBOOK in your 1957 Schedule for 
Dynamic . . . Expanding Influence. The Office Management. Phone, wire or write to reserve your space. 
influence of OFFICE MANAGEMENT Do it now for choicest positions. 
in America’s large office field is dram 


atically demorstrated by its unpar 


alleled growth end acceptance. Its paid 1957 OFFICE MANAGEMENT 
circulation has 


grown trom 11,000 in 
September 1953 to 15,000 in Septem 


ber 1954, to 21,000 in September 1955 YEARBOOK 
to 23 362 in June 1956 . . and is 
till growing! (Published in March—as a 13th issue) 
CLOSING DATE Published by GEYER-McALLISTER PUBLICATIONS—Publishers since 1877 
212 Fifth Avenue, New York 10, N. Y. « MUrray Hill 9-4411 


JANUARY 15, 1957 
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The salesman spent a week in Bermuda on his 
commission. The front office rejoiced. But the 
company lost money. 


What was wrong? Factory overhead. 


This company has a plant-wide burden rate. 
All costs are based on it. In some departments, 
actual overhead is less than the standard rate. 
Profits are high. In others notably those 
which turned out these babies — actual over- 
head exceeds the standard rate. Prices don't 


cover it. Profits are seldom if ever. 


How different with the Keysort Plant Control 


cBEE 


Mi Bee 


yk 


Sf 


Plan! With PCP, the plant manager can pin- 
point burden charges by department... and 
prices can be set to allow for profit in each 
operation. Because plant operating figures are 
reported on time, unrealistic overhead rates 
can be quickly spotted. 


The Keysort Plant Control Plan can give you 
fast, accurate reports on every phase of fac- 
tory operation. Whatever your size or set-up. 
At remarkably low cost. The nearby McBee 
man has a presentation which will show you 
how it’s done. It takes just one hour from 


start to finish. Phone him, or write us. 


Punched-card accounting for any business 


Manufactured exclusively by The MeBee Company, Athens, Ohio ¢ Division of Royal MeBee Corporation 


Offices in principal cities * in Canada: The McBee Company, Ltd., 179 Bartley Drive, Toronto 16, Ontario 
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Writes for months 
without refilling! 


Base holds 40 times more ink than an 
ordinary fountain pen. Pen refills itself 
by capillary action every time you 
return it to base. You’re always ready 
to write! 


And you can choose from more than 
30 point styles the one just right for 
the way you write. Try America’s 
most popular desk pen yourself—on 
a 30-day money-back guarantee. 


DESK PEN SETS BY 


CAMDEN 1, N.J. © 92 FLEET ST. EAST, TORONTO 


For More Information From Advertisers Use Readers’ 


Choose the right point 


for the way you write 


MODEL 444 DESK SET 
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“Direct” loans increasing 
in corporate financing 


Direct placement loans will increase 
in importance in financing long-term 
capital needs of American industry, ac- 
cording to Allen D. Harper, vice-pres- 
ident in charge of the Securities De- 
partment of Pacific Mutual Life In- 
surance Co., Los Angeles, Calif. In a 
recent information letter sent out by 
the company to bankers, Mr. Harper 
pointed out that in 1955 approximately 
33 per cent of all long-term corporate 
financing was in the form of direct 
placement loans totaling $3,452,000, 
000. About forty-one per cent of the 
total was supplied by publicly offered 
bonds, with common stock sales sup 
plying about twenty per cent, and 
preferred stock, six per cent. The 
loans were made by life insurance 
companies, pension funds, and other 
institutional investors, Direct place- 
ment designates a major loan which 
is made directly by an organization 
with large funds for investment to a 
company requiring capital, without 


underwriting by an investment’ bank. 


Thomas J. Watson leaves 
$3.500.000 estate 


will of the 


The late J. 


Watson Sr., former chairman of the 


Thomas 


board of the International Business 
Machines Corp., was hled for probate 
recently. Mr. Watson, whose age was 
cighty-two, left an estate of more than 
$3,500,000. Cash bequests totaling 
approximately $1,000,000 were made 
to organizations in which Mr. Watson 
was interested, and to present and 
former employees ot IBM. Proceeds 
of one-half the residual estate wi!! 
benefit Mr. Watson’s sixteen grand 
children; the remaining one-half was 
bequeathed to Mrs. Watson as trustec 
for religious, charitable, scientific and 


other purposes. 


Pace College expands 
Accounting Department 


In an effort to meet increases in 
fall enrollment, Pace College, New 
York, has expanded its Accounting, 
Finance, and Management Depart 
ment. Professor R. M. Matthews, De 
partment Chairman, announced that 
the college has added five new faculty 
members to the department, schedul- 
Ing twenty-one courses in Account 
ancy. 
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APPLYING RECORDAK MICROFILMING TO BUSINESS ROUTINES—NO. 20 IN A SERIES 


— 


“Why make out 


. es 
INVOICES. 


Taking fractures of customer orders with a o 
Recordak Microftlmer eliminates typing some i 
300 invoices daily . . . speeds order handling 

.. . Saves $5,000 per year for Co-op Electric - y 


Supply Company, Chicago. 


This short cut may work for you, too. 


(1) Customer orders—on catalog order blanks, post- 
cards or letterheads—are stapled to self-mailing printed 
forms as soon as received. When order is packed, total Recordak Microfilmer for '*¢. The film copy is the 


(2) Picture of customer's order and Co-op form 
(still stapled together) is made instantaneously in a 


cost of merchandise and shipping charges is entered office record. The originals go out as the invoice. 


and totaled = the form. ( A-Op Elec tric —and the many COM panies white hi have 


No more duplicate or triplicate invoice typing. adopted this system—call it the fastest, easiest, and 
Machine posting is eliminated. lowest cost invowing system by far. In addition, hours of 
Recordak microfilming lets the customer's own order filing work are saved . . . space requirements are cut 
go back to him as part of the bill! as much as 99%. Double-check your routines with a 


Recordak Systems Man soon—no obligation atall! 


RE “Recordak” is a trademark 
— 
— RECORDERK originator of modern microfilming—and its application to business routines 


(Subsidiary of Eastman Kodak Company) 


ee 


FREE. ..“SHORT CUTS THAT RECORDAK CORPORATION (Subsidiary of Eastman Kodak Company) 
SAVE MILLIONS” 415 Madison Avenue, New York 17, N. Y. 


| a a a Gentlemen: Please send free copy of “Short Cuts That Save Millions.” 6-10 


have been simplified in thousands 


‘ , 
of companies. How Recordak Name — ___. Position 
Microfilmers are designed for ; 
all requirements . . . give you | Company SS 
up to 80 pictures for I¢. ) City —_ 
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a 
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thanks to 


Patapar’ 
Translucent 
Parchme t 


MASTER SHEETS FOR 
DIRECT PRINT 
COPY MACHINES 


This special type of Patapar Vege- 
table Parchment is scientifically 
designed for direct print masters. 
Quality controlled texture and 
uniform, correct translucency as- 
sure superfast transmission of the 
ultra-violet rays. Copies come out 
fast, clean, sharp. 


Patapar Translucent Parch- 
ment has a perfect surface for 
printing with opaque or regular 
inks, Excellent for typing, pen and 
pencil entries, artists’ sketches or 
drawings. 


SEND FOR SAMPLES - Write 
on your business letterhead for 
brochure of testing samples. Name 
of nearest distributor on request. 


_ Paterson Parchment Paper Company 
Bristol, Pennsylvania 
Sales Officea: New York, Ch icago 
West Coast Plant: 
Sunnyvale, California 
Headquarters for Vegetable Parchment since 1885 
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Office firms merge, expand; 
others announce moves 


Clary, Burroughs to expand abroad 
Plans to establish a plant in West 
Germany to serve European and sterl 
np areca customers were announce | by 
Hugh L. 
Corp., San Gabriel, Calif., in a recent 
address before the New York Societys 
of Security Analysts. The company 


! 
will also expand its lines of business 


Clary, president of Clary 


machines for sale in this country, in- 


troducing new electronic calculating 


machines and an electroni point-of 
sale machine lor department store 
Another expansion program was an 
nounced by Burroughs Corp. for its 
British subsidiary, Burroughs Adding 
Machine, Ltd., 


facturing facilities to be constructed in 
Scotland. 


with additional manu 


General Binding buys into 


Plastic Loose Leaf 
\ “substantial Plastic 


subsidiary ol 


interest in 
Leaf, Inc., a 
Wilson Jones Co., 


|LLoox 
has been acquired 
by General Bin ling Corp. Under the 


new arrangement, General Binding 
will distribute the line of plastic loose 
leat bindings 


through its factory 


Wilson Jones 


sells through stationery and office sup 


owned branches, while 


ply dealers and to commercial binders. 


Minnesota Mining & Mfg. Co. 


Minnesota Mining & Manufacturing 
Co., of St Paul, Minn. 


Thermo-Fax brand copying products, 


makers of! 


has announced plans to construct a 
new paper converting plant at Hart- 
tord City, Ind. The buil ling will ad 
Hartford City 


providing 163,000 square 


yon the company s 


feet of} space, 


Marchant Calculators, Ine. 

Marchant Calculators, Inc., has by 
gun construction of a $4,000,000 build 
ing in Oakland, Calit., 


companys assembly 


adjacent to the 
plant All oO) 
erations will be consolidated in th 
new building which will contain 500 
OOO square feet of office and factory 
work space, Occupancy is expected to 


begin sometime next year. 


Mosler Safe Company 

The Mosler Safe Company has an- 
nounced the formation of Mosler Re 
search Products, Inc., with Martin S. 


Coleman as its president. The new 


Inquiry Coupon 


firm, a successor organization to Re 


search Products, Inc., of Danbury, 


Conn., will continue functioning in 
the development and manufacturing 
of electrical and electronic monitoring 
and security devices. Other officers of 
the new afhliate are Edwin H. Mosler 
Jr., chairman of the board; John 
Mosler, executive vice president, and 


Kenneth H. Schmidt, vice president. 


Newark Center Market 

The thirty-year-old Newark Cente: 
Market was recently reopened after a 
complete remodeling which cost §2, 
900,000. Now called the Newark 
Center Building, the two-story struc 


ture is described as New Jersey's most 


modern office building. It features 
160,000 square feet of space, with 
underground parking for 325 cars. 


First to ox upy ofhce space was the 
building's largest tenant, the State of 
New Jersey. Lehman and Steinhardt 


T lompson were the architects 


L. S. Automobile Association 
The United States 


sociation recently moved its headquart 


Automobile As 


ers into a newly-constructed nine-story 
building in San Antonio, Tex. 

It stands on a landscaped 10-acre 
Srackenridge Park. 
Containing about 264,000 square teet 


tract adjacent to 


ot office space, the building is con 
structed of a welded stee] frame, with 
exterior walls of aluminum, glass and 


marble. 


Logisties Research, Ine. 
Logistics Research, Inc., of Redondo 

Beach, Calif., 

W AC 


removal of part of its computer as 


manutacturer of AL 


computers, has announced the 


sembly division to expanded quarters 
at the firm’s new Catalina St. build- 
ing. Hugh F. Tracy, assistant to 
the president, explained that the move 
will provide necessary expansion of 
facilities for the new 


Data 


manulacturing 
ALWAC_ 800 


tem. 


Processing Sys 


Electronics Corp. of America 


Electronics Corp. of America and 


leading interests in England have 
formed Fireye Controls Co., Ltd., 


with sales offices and manufacturing 
plant in London and Croydon, re 
spectively. J. A. Williams, formerly 
of Bailey Meters and Controls, Ltd., 
has been named as general manager 
of the new company. 


on Last Page 
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Your office 


Invincible executive suite 
in Driftwood Tan 


~ 


with metal furniture by INVINCIBLE 
business-engineered in CO/IOr 


The General Office Wouldn't you like a custom-planned office like this? 
Scores of office suites and groups are now possible with 
ys ” Invincible’s complete new line! You choose from six hand- 
oad ¢ some, functional finishes. You custom-plan with beautifully 
- a ; equipped all-steel units for your work and space requirements. 
, a And from then on you enjoy an ofhce business-engineered 
S| , for maximum beauty, comfort and utility. 
Soon you're bound to consider a new office for 
The School Office executive, professional or general office work 
So visit your Invincible dealer to see, without 
obligation, this unusually good-looking and 
useful new furniture. Or a letterhead request 


~~ 


brings you Jree the new full-color 
f a 


Invincible catalog. eer 
. > 


INVINCIBL 


ae 
Metal Furniture Company « Manitowoc, Wisconsin 


In Canada: A, KR. Davey Company, Ltd., Factory Representative 
174 Bedford Road, Toronto 5, Canada 


< 


«* -™ 


The Operating Executive 
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WHO USES THE FASTEST 10-KEY 


Comptograph is the new speed wonder that adds, sub- 
tracts, multiplies, even divides at 202 printings per 
minute. Allelectric operation, quiet and highly efficient 
with a human-engineered keyboard for smooth, tireless 
ae operation. It gives Prinrep Proor when you multiply: 


all factors show on the tape—multiplier, multiplicand, 
product, Fast figuring, faultless accuracy. Comptograph 
has four other new models to choose from. For a dem- 
onstration on your work, write us or look in the Yellow 


Pages for the Comptometer-Comptograph representative. 


Products by COMP TOME TER FELT & TARRANT MFG. CO. 


“COMPTOGRAPH® +» COMPTOMETER® + DICTATION MACHINE 


1742 North Paulina St., Chicago 22, Ili 
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In Short— 


Dillon in Europe to survey 
foreign office machine trends 


James Dillon of Dillon-Ford & Co., 
manufacturer of business forms handl 
ing equipment, has left for Europe 
to survey overseas developments re- 
lating to foreign produced machines, 
with particular study as to their suit 
ability for use in this country. Mr. 
Dillon stated that an urgent need ex 
ists for a first-hand appraisal of for 
eign machines since many of them are 
now available for import and have 
already been purchased by a number 

Many ot 
Dillon, are 


of firms in this country. 
these firms, says Mr. 
“shooting in the dark” because of the 
lack of complete and reliable data 
on the machinery. A complete report 
and analysis will be published on 


completion of the survey. 


Three firms up prices 
of typewriters 5-12% 


A five to twelve per cent price in 
crease in typewriters has been an 
nounced by Sperry Rand Corp., Smith 
Corona, Inc., and the Underwood 
Corp. Underwood raised prices on 
only its manual office machines, while 
Smith-Corona and Sperry Rand in 
creased the price of electric machines 
as well, The rise did not cover 
portable typewriters, the price ot 


which went up last spring. 


Webster Addressing opens 
$250,000 plant in Illinois 

Weber Machine Co., 
Inc. recently opened a quarter-million 
plant at Mount Prospect, Ill. The 


Addressing 


building, covering over 21,000 square 
fect, provides two stories of ofhce 
space at the front, with a one-story 


factory area at the rear. 


Employees enjoy day of fun 
while managements hold talks 


\ new development in management 
employee relations was recently inaug 
urated when officials of 
Aircraft, Inc., 


American Potash & Chemical Corp, otf 


Northrop 
Palmdale, Calif., and 


° } 
Trona, Calif. held a management con 


ference at Trona with 1600 employees 


While officials discussed 


on hand. 


OCTOBER 


mutual problems, employees of both 
companies participated in recreational 
activities. According to Northrop and 
AP&CC officials, this plan aids the 
companies’ employee relations pro 
grams by offering a day of recreation 
to personnel, while at the same time 
bringing about an exchange of ideas 
between officials, a definite value in 
solving maintenance, management and 


other problems. 


Frank M. Knox Co. moves to 
expanded New York offices 

Frank M. Knox, president of Frank 
M. Knox Co., Inc., 
New York Management Consultant 


Cleveland and 


firm, has announced the enlargement 
and new location of his offices at the 
Lincoln Building, 60 E. 42nd St., 
New York. 


OEA hears Bennett Cerf 
tell of ‘Humor in Business’ 


Offices Executives Association ol 
New York, Inc., launched its 1956-57 
season on September 5, at a luncheon 
meeting at the Masonic Club. High 
lighting a series of meetings held dur 
ing the month of September was a 
dinner meeting on September 19 
which featured Bennett Cerf as guest 
speaker. Mr. Cerf, well-known author, 
and publisher, spoke on “A Sense of 


Humor in Business.” 


Meter manufacturer installs 
integrated ordering system 


Robco 


New York, manufacturer of coin op 


Manufacturing Co.,  Inc., 


erated meters, has installed an in- 
tegrated data purchase order Sys 
tem designed by Ditto, Inc. The sys 
tem employs Ditto’s Direct Process 
duplicating master on which all data 
pertaining to an order are integrated 
This information is used for al] sub 
sequent work with only new informa 
tion added, enabling the master to 
accumulate a complete history ol the 
transaction. The system reportedly 
eliminates the necessity Ol rewriting 


orders on separate torms. 


AIA hears Allen, Weyerhacuser 
at meeting in Seattle 


The sixty-ninth annual meeting of 
the American Institute of Accountants 


took place September 23-27 


in Seattle, 
Washington. William M. Allen, pres 


ident of Boeing Airplane Co., was one 


of forty-eight speakers selected to ad 
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World-famous 
COMPTOMETER ‘ 


SPEED 
WITH FLOATING TOUCH 
for quick and easy operation 


ACCURACY 
WITH 3-WAY CONTROL 
through sight, sound, touch 


QUICK ANSWERS 
WITH DIRECT ACTION 


for faster figure work 


* For a demonstration of this high 
speed adding-calculating machine on 
your own work call the Comptometer- 
Comptograph representative. 


Products by 


COMPTOMETER' 


Comptograph® +» Comptometer® - Dictation Machine 


FELT & TARRANT MFG. CO 
1742 North Paulina St, Chicago 22, it! 
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. That bit of topsy-turvy arithmetic makes 
Me sense when applied to the problem of allocat- 
e ing valuable office floor space: 1 cluttered 
general office area, divided by 2 HAUSERMAN 
Divider-Wall partitions makes 3 effective 
work units. Efficiency takes an immediate 
turn for the better when employees are 
shielded from confusion and distractions and 
are allowed to work in comparative privacy. 


Handsome HAUSERMAN Divider-Wall may be 
ordered in any combination of three standard 
colors®. . . green, gray or tan. With striking 
coral offered in addition for gates, two dozen 
beautiful combinations cf gate, panel and 
post colors can be created. HAUSERMAN’'S 
warm, low-gloss finish is baked enamel which 
never needs repainting, only periodic soap 
a and water washing. 


*any other color available for 
extra cost and later delivery 


THE E. F HAUSERMAN COMPANY | f 


7569 Grant Avenue: Cleveland, Ohio Printed reproductions can't do justice to the HAUSERMAN finish. See actual 
Hauserman of Canada, Ltd.. Toronto. Ontario deposits of Divider-Wall paint in the free folder offered in the coupon 
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aluminum hardware 


easy erection 
or rearrangement 


concealed checking 
hinge on gates 


PRE-TESTED AND PROVED 


Designed and built by HAUSERMAN, new 
Divider-Wall has the fine features of rugged 
construction and attractive appearance you 
would expect from the leading manufacturer 
of movable interior walls. 


New HAUSERMAN Divider-Wall is offered both 
as low railing or glazed with many clear or 
diffused glass patterns to choose from. Various 
panel widths and both low and glazed gates 


HAUSERMAN 


reusable plastic 
glazing strips 


concealed wiring 
channels 


\ " 
a 
fire = 


simple leveling device 


new HAUSERMAN Divider-Wall 


IN COMPETITIVE DEMONSTRATIONS 


can be ordered to meet the requirements of 
nearly every conceivable floor plan. 


Divider-Wall is designed so that your own 
maintenance crews can erect it right from the 
carton. However, HAUSERMAN’S nationwide 
erection service stands ready to install it for you 
quickly and economically. Consult the Yellow 
Pages and call your HAUSERMAN office today for 
a first-hand look at a Divider-Wall installation. 


THE €.F.HAUSERMAN COMPANY 
78569 Grant Avenue + Cleveland, Onico 
Hauserman of Canada, lid., Toronto, Ontario 


FREE! For a complete explanation of all the 
Divider Wall features, an authentic color 
selector, specifications and a complete listing of 
Haustaman field offices, send today for your tree 
copy of this new full-color Divider Wall folder 


Name 


MOVABLE INTERIORS 
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POWER OF SUGGESTION 


Astute display managers in every line of business know that increased sales result from 


showing related equipment not as detached units but in natural attractive groupings. 


The above photo shows an excellent example of this sound practice -a modern 


HerringeHal!eMarvin Record Safe displayed as 


the central unit in a grouping of modern furniture 


dress more than 1,600 certified public 
accountants. Another featured speak 
er was J. P. Weyerhaeuser, Jr., presi 
dent of Weyerhaeuser Timber Co 
Speakers participated in technical ses 
sions on a number of specialized ac 
counting problems and discussed also 
ethical problems in special accounting 


areas. 


New Haven NOMA group studies 
hiring of over-45 workers 
The Research Committee of the 
New Haven Chapter of the National 
Office Management Association has 
issued a questionnaire to determine 
volume and company practices in hir 
ing new employees over forty-five 
years of age. QOut of 147 responses 
received by the committee to date 
113 companies indicated no maximum 
ape tor new employees, but only hitty 
seven of these firms hired a total of 
312 employees over forty-five years 


of age during the past year. 


Crane reported set to purchase 
outstanding Byron Weston stock 


Crane & Co., Inc., of Dalton, Mass. 
has completed arrangements to pur 
chase all outstanding stock of Byron 
Weston Co. Under its present name, 
Byron Weston will continue to oper 
ate as a Separate corporate entity, with 
no change in management contem 
plated Soth firms are manufacturers 


ot paper 


for the executive office. The furniture sets off 


the safe: the safe sets off the furniture: each 


gains through association with the other. 


Not only the design, but now the color of 


Herring eHalleMarvin Record Safes will harmonize 


with any modern office furniture and decor. At no 


extra cost, any model safe will be furnished in 


choice of three decorator colors—French Gray 


Modern chromium. plated operation panel contains 
Nis 

M ist Green, Stylite Tan combination lock with “Private View’ dial and 
throwbolt handle A plate made of newly developed 
CHI-TEN “Moly” steel protects the locking mech 

New catalogue of Herring « Hall + Marvin Record ‘ ’ 7 . 
Sefes, includin coler chert, free en request anism against carbide tipped drills under enormous 

a . ’ . 
9 4 pressure 


tH 
th "he 
fe) vw 


HERRING - HALL> MARVIN SAFE CO. = 


$ 4 
Hamilton, Ohio at <r ty 


oe — 4 
Branches in: New York, Chicago, Boston, Detroit, San Francisco, St. Louis, Dallas, © ~, - 
Atlanta, Philadelphia, Minneapolis, Washington, Houston, Denver, Kansas City « save * 
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First of 5 NACA conferences 
begins Oct. 12 in Rochester 


The National Association of Cost 
Accountants has scheduled five re- 
gional cost conferences and an inter 
national cost conference for the 1956 
37 year. The first of the regional con 
ferences will be held October 12-13 at 
Rochester, N. Y., with more than 600 
members trom fifteen chapters in New 
York, Ohio and Pennsylvania partic 


Ipating. 


Personnel reference form 
introduced by Brewster Co. 


The Brewster Co., Jackson Heights, 
N. Y., has introduced a personnel re 
terence checking form, Reference 
Check Merit Rating, designed for ac 
curate rating of a prospective em 
ployee. Ten categories are listed, 
among them, quantity and quality of 
work, cooperation, personality, and at 


tendance. Nine possible ratings are 
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Cut costs up to 90% 
with the Macey Collator 


Gathers more than 3,000 sets an hour 
—S times faster than by hand! 


* Fully automati: 

Suction feed gives posi 

tive control of every sheet 
* drailable in 4, 8,12 and 16 
stations. Depending on model, takes 
sheets from 2 by 5 inches upto 12 by 
17 inches in size and from onion skin to 


elehth-inch hoard in thickness Optional 


extras include Stacker and Stapler, 


OCTOBER 


The Macey Collator does a boring, tedious 
job efficiently and cheaply. Users report sav- 
ings as much as 90‘~ of payroll costs formerly 
spent on hand collating. The Macey saves 
wasteful diversion of high priced office per- 
sonnel from their regular jobs; avoids over- 
time, and the expense of a standby crew for 
assembling; gets all important printed mate 
rial distributed earlier. 

rhe Collator ts used to assemble bulletins, 
instruction sheets, office forms, price lists, 
stock records, catalogs, operating and sales 
publicity 
mailings, 


manuals, dealer aids, releases, 


book 
samples, plans, plastic sheets, photostats, etc. 


signatures, photographs, 


It performs the widest variety of services 


= Sold and Serviced by 


; 

4) Pitney-Bowes 
~ . 

Offices in 94 cities in the U.S. and Canada... 


service available tram 289 points, coast to coast. 


for manufacturers, retailers, insurance com- 
panies, universities and schools, printers, 
government agencies and the Armed Forces 
... for personnel, inventory, accounting, 
sales. service, advertising and research de- 
partments. And the savings it makes in time 


and overtime are major savings. 


Your nearest PB office will make a quick 


survey of your collating requirements, 
without obligation. If you need a Macey 


Colator, your savings will soon pay for 


>> 


- 
it. Phone or write for complete 


information including free 
illustrated booklet and 


case studies. 


Pitney-Bowes, 2902 Crosby St. Stamford, Conn 


Send free illustrated booklet and case studies 
Name 
Firm 


Address 
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DPF 
if you are pov hith to think, why let 
unnecessary distractions sob him of peak 
productivity? increase higvetticiency and boost — 
his morale with a pridore or $emi-private 
office . . . created inexpensively with Techniplan Partitions, 
Globe-Wernicke's free*standing walls of sturdy steel. 


Techniplan Partitioned offices Surveys prove thet private 
can be installed immediately with- offices mean added production 
out any alteration Ofsyour lighting, from key men. Why pot tet Tech 
air conditioning of other existing niplan Partitions provide for 
facilities. Attractive, Wofk-inspiring you? For complete) information 
offices can be tailored to your spe- about these and other benefits of 
cific requirements through a wide Techniplan Partitidhs, coll your CONC INNATE ES, ONO: | 
choice of heights, widths, harmon- Globe-Wernicke dealer” today PW 
ious colors, top-panel materials. or write us direct. & in Yellow Pages under “Office Furniture.” 


FOR 74 YEARS, MANUFACTURERS OF THE WORLD'S nines OO TEMS 
as ge So ae 
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Coming Events 


CIA National Conference. 
September 30-October 3. 
Sponsor: Controllers Institute of Amer- 
ica. Place: Waldorf-Astoria Hotel. 


New York, 


AMA Conference on Operations Re- 
search. New York, October 3-5 
Sponsors: American Management As- 
sociation. Place: Hotel Roosevelt. 


Cincinnati Business Show. Cincinnati, 
October 9-11. 

Sponsor: Cincinnati Office & Business 
Equipment Show Committee, Inc. 
Place: Hotel Sheraton-Gibson. 


NIGP Annual Conference and Prod- 
ucts Exhibit. Chicago, October 14-17. 
Sponsor: National Institute of Govern 
mental Purchasing, Inc. Place: Conrad 


Hilton Hotel. 


AMA Office Management Conference. 
New York, October 15-17. 

Sponsor: American Management Asso 
ciation. Place: Hotel Sheraton-Astor. 


National Business Show. New York, 
October 15-19. 

Sponsor: Office Executives Association 
of New York (New York Chapter of 
the National Office Management Asso- 
ciation). Place: New York Coliseum. 


IMS International Meeting. Los 
Angeles, October 18-19. 

Sponsor: The Institute of Management 
Sciences. Place: Statler Hotel. 


ABA 82nd Annual Convention. Los 
Angeles, October 21-24. 

Sponsor: American Bankers Associa- 
tion. 


SPA International Systems Meeting. 
Philadelphia, October 22-24. 
Sponsor: Systems and Procedures As- 
sociation of America. Place: Hotel 
Bellevue-Stratford. , 


NBFA Eleventh Annual Conference. 
Rye, N. Y., October 29-November 1. 
Sponsor: National Business Forms As 
sociates. Place: Westchester Country 
Club. 


IMS Time and Motion Study and Man- 
agement Clinic. Chicago, October 31- 
November 2, 

Sponor: Industrial Management So 
ciety. Place: Hotel Sherman. 


University of Maryland Office Man- 
agement Conference. College Park., 


Md., November 8-10. 
OCTOBER 1956 


THE GROWING EMPHASIS 
which is being put on the subject 
of office personnel relations testifies 
to the realization practically every 
where in the office field that people 
are all-important. 


STRONG EVIDENCE of modern 
awareness of what people mean to 
an office is to be found in the efforts 
personnel experts are making to 
integrate employees more thorough 
ly with the organizations they work 
for. Management today takes per 
sonnel into its confidence to a de 
gree heretofore unknown, gives 
great attention to ways of helping 
them to identify themselves with 
the organization, all in the interest 
of greater efficiency in work per- 
formance and strengthening of 
loyalty to their employer. The em 
ployee who drifts from job to job 
is no asset to himself or those for 
whom he works, whatever his per- 


sonal qualifications may be. 


INTERNAL HOUSE ORGANS, 
bulletins, and memos from man- 
agement serve to keep personnel 
aware of company aims and achieve 
ments. People work all the better 
for knowing what is the ultimate 
object of the work they are doing 

what are the conquests of the 


army in which they have enlisted. 


WHY DO WE repeat this month 
on this page the twin symbols ot 
ABC (Audit Bureau of Circula 


lations) and ABP (Associated Busi 
ness Publications) which Office 
Management constantly carries on 
its contents page? These symbols 
are in special evidence this month 
in all the publications which, like 
Office Management, adhere to the 
principles and practices of those two 
organizations. For October is the 
month traditionally set aside for 
special emphasis on the value to 
readers and advertisers alike of a 


magazine’s membership therein. 


NOTHING has worked more ef 
fectively in binding together for 
mutual benefit magazines, the peo 
ple for whom they are edited, and 
the advertisers who have a message 
for these readers, than ABC and 
ABP, testifying to the integrity of 
circulation and the high editorial 
standards of the publications priv 
ileged to display these hallmarks of 


achievement. 


l2.ber MO S~rw 
Editor 

Robert Beeman, Managing Editor 
Thomas V. Murphy, Editor-an Chief 


Geyer-McAllister Publications 


Sponsors: University of Maryland; 
Area III, National Office Management 
Association. Place: University of Mary 
land. 


Third Institute on Electronics in Man- 
agement. Washington, November, 
12-16. 

Sponsor: The American University, 
Department of Government and Public 
Administration. Place: The American 
University. 


Office Automation Conference. New 
York, November 26-27. 

Sponsor: Fordham U. School of Busi- 
ness. Place: New Yorker Hotel 


Automation Exhibition. New York, 
November 26-30. 

Sponsor: Richard Rimbach Associates, 
Inc. Place: Trade Show Building. 


Human Engineering Conference. New 
York, November 28-29. 

Sponsors: Manhattan College; Third 
International Automation Exposition. 


Place: New Yorker Hotel. 


1956 Eastern Joint Coneputer Confer- 
ence. New York, December 10-12. 
Sponsors: Institute of Radio Engineers; 
American Institute of Electrical Engi 
neers; Association for Computing Ma- 
chinery. Place: Hotel New Yorker. 
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She's heard that “America does business on 

Nekoosa Bond."’ Now she knows why. Her typing hd Gohene Cond 

looks crisp and clear, her letters are a joy to behold : —_ , ae. 

and erasing just doesn't show. for every busi 
Why not make Nekoosa Bond your paper choice, 

too! Get all the prestige of « famous watermark— 

plus distinctive appearance and unusual durability. 

Your printer or Nekoosa paper merchant has it in 

your choice of a dozen colors—for letterheads, 

envelopes and most of your other business forms. | 


Nekoosa Bond © WNekoosa Ledger © Nekoosa Duplicator 
Nekoosa Mimeo © Nekoosa Manifold @ Nekoosa Offset 
’ Nekoosa Master-Lucent © Nekoosa Opaque 
eee and companion ARDOR Papers 


NEKOOSA-ED WARDS PAPER COMPANY © PORT EDWARDS, WISCONSIN 
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editorial 


Like attracts like 


HIGH AMONG THE ADVANTAGES of a modern office, well designed, 
well equipped, and with a work procedure attuned as closely as possible 
to today’s rapid progress in the handling of office work, is that it indisputably 
draws and holds top-grade people to work in it. 

Like attracts like. It is easy to attract the best in executive material 
and competent, ambitious staff when the climate in which their work is to 
be done is congenial to them. The office which does not take advantage of 
every pertinent advance in new ways and means of simplifying and speeding 
up office work is most definitely handicapped in getting and holding the 
kind of people essential to modern office accomplishment. 

The competition for the best available office people sharpens constantly 
as additional offices throughout the country cross the line which sharply 
divides the office which is merely adequate from that which is alert to 
the latest innovations in office trends. 

Rule of thumb, hit or miss treatment of office routine and special prob- 
lems have become obsolete, even if the office were only opened yesterday— 
and it tends to become staffed with people whose knowledge and per 
formance are as obsolete as the office itself. 

Bringing offices such as these into line with those which are setting the 
pace today may certainly, in many cases, be a pretty expensive job, but even 
so the cost of it is an indisputably worthwhile investment in every way— 
not the least of which, as we have said, is the insurance that a truly modern 
office will inevitably draw into its service the kind of people without whom 
office work will become an ever-heavier burden rather than an increasingly 
productive instrumentality for the progress of business. 
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Here’s a simple way to install— 


Subject correspondence files 
in the smaller office 


By John M. Anderson 


Viant Controiler, Intermountain Chemical Corp., Green River, Wyo. 


This decimal system is so easy to install, says the ‘HERE IS a growing trend, particu- 
$ larly among larger companies, to em- 
author, that it can be done at odd moments by existing ploy consulting firms for the purpose 
: of establishing workable filing systems. 
personnel with hardly oF out-of-pocket Cupanes Much of this stems from the fact that 
there is too little specialization in this 
important subject in schools and col- 
leges. However, after all the chaff is 
blown away, there is actually little to 
fear in tackling a filing installation, 
even for the novice, regardless of the 
size of the company or the bulk of the 
material. 


Filing falls into two general cate 
gories: 


r\ 1. Specialized filing 
- - Va 2. General Correspondence filin 
aA pe & 


Specialized filing, of course, covers 


an almost infinite variety of situations 
and is not covered here. Examples are 
A purchase orders, sales orders, sales re 
ports, bills of lading, etc. Although 
, _ : ecialized filing usually comprises the 

bulk of the material filed it is, by and 
J— large, the simplest form of filing, be- 
ing based on such things as pre-num- 
bered forms, customers’ or vendors’ 


names, cities, areas, or other geogra 


phic locations, etc. In many cases cor 


. 
ij ay ¥ is, respondence follows this specialized 
' material, e.g., a letter to a vendor re 
: / *. garding an order may be filed with the 


applicable purchase order. This type 
of correspondence is easy to file and 


—_ ——a easy to locate, as is the basic material 
itself, 

a ES "Ts It is in the field of general corres- 

pondence, miscellaneous reports, cost 

data, etc., that we find harassed execu- 


“Ip is highly desirable, as with any filing tives and frightened file clerks fran 

\ system, that the person originating or re- tically pawing through reams of paper 
ee een ee in search of that elusive letter from 
index within easy reach, it is amazingly Jones & Jones. 


simple for the person dictating a letter to 
include the file code which can then be typed lic id | 
sight om the letter alone with the date. Ia complicated decimal systems and so 
coming material can be noted with pencil.” called “fool-proof” combination  sys- 


We have all been awed by over- 
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“Don't over-file. Many file clerks and some executives seem to have a phobia about throwing away correspondence. 
A little conscious effort in sorting the worthless from the valuable will pay big dividends in time and filing space.” 


tems. Quite often the cost of instal- 
lation of such systems is prohibitive 
and the results nebulous. 

Here is a decimal subject system 
that works for any firm and that 
is so simple to install that it can 
be done at odd moments by existing 
personnel with practically no out-of 
pocket expense. 

Establishing this system involves 
preparation of five successive classifi- 
cations, as follows: 

General Classification 


. Subject Groups 


. Class Code 


ee 

’ 

3. Group Detail 

4 

5. Filing and Locating Index 


The last two items (4 and 5) are 
the crux of the system. The first three 
items merely assure that related ma 
terial can be found in the same gen 
eral physical location in your file; the 
advantage of this is that filing and lo 
cating can more easily be done from 
memory without reference to the 
index. 

For the purpose of the following 
illustrations, let’s assume that we are 
installing a filing system in the con 
troller’s department. 

Now to explain each of the five 
numbered steps above. Bear in mind 
that all headings and titles refer to 
subject matter—not to departments or 
divisions: 

I. General Classification. A con 
troller’s department usually has sever 
al broad functions, and each of these 
should become the heading for a 
group of subjects which, in the normal 
course of activity, will be covered in 


correspondence, reports, etc. General 
classification for a controller's division 
might appear as follows: 


a. Accounting 
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b. Office Management 
c. Financial 

d. General Services 
e. Other 


Il, Subject Groups. Under each of 
the above general classifications, we 
group the various general subjects that 
apply to each, and assign to each of 
these general subjects a three digit 
code number block; usually a block of 
ten numbers will suffice for the further 
breakdown in III below. Our gen 
eral subjects, broken down by general 


classification, might appear (in part) 


like this: 


Accounting 
Accounting, General] 
Accounting, Cost 
. Capital Expenditures 
130. Contracts & Contractors 
150. Depreciation & Depletion 
170. Inventories 
220. Sales 
240. Taxes 
280. Govt, & Other External Reports 


Office Management 
400, Organization 
420. Personnel 
450. Policy & Procedures 
400. Time Studies 
470. Filing & Records 
480. Stationery & Office Supplies 


Financial 
500. Monthly Statements & Reports 
510. Budgets 
520. Financial Planning 
General Services 
600. Mail Service 
610. Duplicating 
630. Telephone & Telegraph 


Other 
(As needed) 


Ill, Group Detail, The next step is 
to break down each of the general 
supjects into logical specihe subjects 
by varying the last digit of the 3-digit 
code, within the assigned block. Here 
are two examples, expanding on gen 
eral subjects listed above 


100. Accounting, General 
101. Cash 
102. Accounts Receivable 
103, Property 
104. Accounts Payable 
106, Payrolls 


Filing & Records 
Route Lists 
Mail—General 
Mailing Deadlines 
Filing 


Records—General 


IV. Class Code. 


1s desirable to add one digit beyond 


In many cases, it 


the decimal to sceprepate correspond 
ence from other material. If so, a 
“class code” could be used, thus: 

BA orrespondence 

2 Reports 

3 Procedures 

A Other 


Usually this code will be used only 
when a particular file becomes too 
bulky, or when too much “digging” 
is required to find wanted material. 
Otherwise, letters and reports on the 
same subject can be filed in the same 
folder in those cases where both are 
involved, 

Now we are ready to set up our de 
tailed “filing and locating” index, This 
is an alphabetical subject index; it 
should be loose leaf with room to ex 
pand each letter, and double-spaced 
(whether typed or pencilled) to per 

(To page 50) 
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Wall behind receptionist is covered with sheet of stainiess stecl basketweave 
wire holding appliqued steel letters 


Institute offices steel the sce 


show metal’s versatile beauty 


American lron & Steel Institute headquarters, in steel- 
sheathed Socony-Mobil Building, demonstrates wide variety 


of steel’s decorative uses 


Embossed, enameled stainless panels provide reception area backdrop 


; 
; 
: 
) 
) 
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Interior columns are sheathed 
with heavy steel sheets 


ne. 


PERHAPS THE MOSP appropriately 
located of all the offices in New York's 
new Socony-Mobil building is one of 
the smaller organizations in that mas 
sive addition to the New York sky 
line. Socony-Mobil is the first major 
office building ever to be sheathed en 
tirely in stainless steel. One of its 
tenants has carried this modern motif 
to the ultimate by making use of 
stainless steel for nearly every decora 
tive touch in its offices, even to the 
point of employing specially created 
embossed panels of stainless steel for 
its walls. 

This office, as is natural enough, is 
the new headquarters of the American 
Iron and Steel Institute, an organiza 
tion embracing most of America’s stee! 
producers, And the Institute has proved 
through its imaginative use of steel 
and steel products that the metal has 
more than durability to recommend it; 
it can, when used with the creative 
touch, have great beauty as well. 

The keynote is struck immediately 
as a visitor leaves the autotronic ele- 
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General office area of the American Iron & Steel Institute, New York. 
graphers’ section from private offices on left. 


Unpolished plate glass partitions separate steno- 
Over 58 tons of steel were used throughout premises. 


vator at the 38th floor, occupied by the 
Institute. Clear glass doors, framed in 
satin-finished stainless steel open into 
the general reception area at one end 
of the hall; unpolished plate glass 
doors, which have the opaque qual 
ities of frosted glass, but a much more 
attractive color, open to the executive 
reception area at the other. 

Through the clear glass, the gen 
eral visitor's first sight of the new 


offices is of a specially made steel and 
wood el-shaped desk. Dominating the 
entire reception area, however, is a 
mundane product put to a decorative 


(To page 118) 
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Wood paneling complements steel in Institute board room 


Institute library houses wealth of technical data. . . + plus some historic exhibits of iron and steel business 
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You can’t automate people, but you can build 


A program of effective human relations 


» ++ as you automate your office. The logical time to begin, 


says this noted management consultant, is when office pro- 


cedures are undergoing changeover anyway— 


By Ralph W. Fairbanks 


President, Fairbanks Associates, Inc., Greenwich, Conn. 


ONE OF THE most widespread il 
lusions current in management today 
is that automation will somehow elim 
inate personnel problems in the office. 
That just isn’t so. 

Most offices are expanding today, 
and their range of duties is constantly 
increasing. No matter how far we 
can go in automatizing clerical work, 
the very best we can hope for is to 
reach a point of equilibrium where 
improved methods allow us to handle 
an increasing work load without in 
creasing staff, 

The whole trend of our times is 
toward a constant increase in the ad 
ministrative and clerical side of our 
economy. There’s no end to that trend 
in sight now. 

Moreover, another distinct trend of 
our times is that leading toward a 


Five steps to a human relations 
program. |. Choice of people ... 
shorter working week. We may, 
through system revision and automa 
tion, cut down on the total number 
of man hours required to get our work 
done. That doesn’t necessarily mean 
we can climinate any sizable part of 
the total number of individuals carry 

ing the clerical work burden. 

But even assuming that these two 
trends do not continue as strongly as 
it is expected they will, even assuming 


34 


that a complete system revision makes 
it possible in a given company to elim- 
inate some clerical jobs, there will still 


2. Testing... 


be a vast majority of jobs that will not 
be eliminated. 
This is even more true in office 


This material is excerpted from a 
section describing a fullyrounded hu 
man relations plan to accompany and 
complement an office automation pro 
gram in the new book, “Successful 
Office Automation,” by Ralph W. Fair- 
banks. Mr. Fairbanks, who is presi 
dent of Fairbanks Associates, Inc., man 
agement consultants, Greenwich, Conn., 
has served as this magazine's technical 
advisor on office automation for the 
past two years, 


His new book, which describes in 
detail the basic system steps that must 
be taken to achieve office automation, 
and includes case histories of offices, 
ranging from those in very small or 
ganizations to those in large national 
corporations, that have achieved auto 
mation through various media, is pub 
lished by Prentice-Hall, Inc., Neu 
York, and sells for $10. 


opyright, 1956, by Prentice-Hall, Ine 


automation than it is in factory opera 


tions. One of the distinguishing char 
acteristics of office operations as com 
pared with factory operations is that 
the office area must handle a great 
many more exceptions, tasks that do 
not fall into any routine pattern, than 
the factory does. A system makes 
allowance for these exceptions, by pro 
viding clerical workers experienced 
enough to handle them and letting 
those workers specialize in handling 
the exceptions, while others, less ex- 
perienced, handle the great mass of 
routine data. But it is not economical 
to organize a system to handle all 
exceptions within itself. That will 
make it so cumbersome and unwieldy 
that it defeats its own purposes. 


Therefore, a degree of automation 
that will mean a significant drop in 


D 


3. Training .. . 
the number of personnel needed is a 
remote possibility for the average office. 

Automation is, therefore, not an easy 
solution to the most volatile and vari 
able factor in office operations—hu- 
man beings. Automation is only one 
side of a coin. System design can give 
us a highly automatized work flow. 
But that work flow will always be 
managed and staffed at key points by 
human beings. So the other side of 
our coin in building the most efficient 
office possible is a good human rela 
tions program. That means searching 
and intelligent thought must be given 
to the whole personnel picture. 

Our offices do not lag as far behind 
the factory in the human relations field 
as they do in system design. Most 
factories do not have a more scientific 
over-all approach to selection, training, 
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People still are paramount. “System design is only half the jo) in bringing the modern office to peak efficiency. The 
complementary half is an adequate understanding of the role of human beings .. .” 


and retention of personnel than does 
the office. But the office is still a sig 
nicant distance behind the factory in 
this regard, just as it is in system ap 
plication. The reason: management's 
neglect of the office as a significant 


factor in company operations. 
Systems can be revised in an office 
without any particular attention being 


paid to personnel problems, except as 


1. Proper placement... 


they arise in relation to installation of 


Nor will the average plan 


| 


the system 


ner go dee p 


Z y into personnel policies, 


stated business of writ 


I 
outside of his 


ing job specihcations for new positions 
under the system. His primary assign- 


ment 1s the creation of a new pattern 
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of routines that will make the mechan 
ical movement of data through the 
office flow more smoothly, more quick 
ly, and more cheaply than it has in 
the past. 

Yet people must operate any system 
The system can never be fully efficient 
if the people who man it are not the 


ight people, have not been properly 


t 
trained, or have not the right induce 


ments to work at their top capacity 
Factory methods of littl help 


By any rational standard then, svs 
tem design is only half the job i 
bringing the modern office to peak 
efhciency. The complementary half i 
an idequate understanding of the role 
of human beings in the accomplish 
ment of the office's work, and a forma! 
program tor getting the most out of 
those human beings. 

And one of the first facts that must 
be faced is that, in this area, the office 
can borrow considerably less from fac 
tory methods than it can in system 
design. 


Clerical workers are basically differ- 


ent from industrial workers. Any hu 
man relatic ns program based on cleri 
cal workers must accept this difference, 
Their motivations are entirely differ 
ent. Their sense of values is different 
Their ambitions in life are different. 

This emphasis may seem to labor 


an unimportant point, to overempha 


5. Formal training program 


size the role of personnel, the great 


majority oO} whom are, after all, per 


‘ 
lorming simple cleri tasks. 


Human beings work in accordance 
with their temperament their motiva 
tions, their abilities, their personality, 
and the way they happen to feel at 
a given moment. Human beings, no 
matter how highly we automatize the 


(To page 114) 
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Paper—what’s in it counts 


as much as what’s on it 


A record is literally no better than the paper it’s written 
on. Here are some of the things an office manager should 


know about paper. 


NO) MATTER how elaborate its ma 
chines, how advanced its techniques, 
how specialized its departments, every 
ofhce has one central commodity which 
it shares with every other office in the 
world, The common denominator that 
links the largest corporation with the 
two-man firm is paper—-the raw ma- 
terial of al! clerical work. 

It is so basic a commodity, actually, 
that it is often taken for granted. Many 
ofhce administrators who would not 
think of ordering a new machine with 
out checking its performance charac 
teristics carefully, without comparing 
it point by point in terms of durability, 
performance, output, with comparabk 
machines, have only the haziest idea 
of what is involved in the manufac 
ture, the uses, she characteristics of 
what is in many ways their most im 
portant single tool the paper which 
carries the end results of all the office's 
work and all its processing. 

It is, of course, almost a truism that 
quality papers are important in terms 
of company prestige for letterheads, 
lor presentations that are to reach the 
public, ete. But for basic office records, 
it is inportant that some attention be 
paid to paper characteristics, too, be 
cause the type ol record and the re 
quired degree of permanence will often 
dictate the use of one type paper over 
another, 


Thus, one of the major Eastern 
paper manufacturing companies, which 
produces paper in a complete range of 
grades, has eight different grades of 
paper for normal typing work alone, 
ranging from 100 per cent rag content 
parchment paper for use in permanent 
records, to a “sulphite” bond a 
paper made from wood pulp and 
treated with a sulphite process. 

Generally speaking, there are three 
sources of paper rags, wood pulp, 
or a combination of the two. Within 
each family of papers, there is a wide 
range. The quality of rag paper will 
vary with the quality of the rags used 
in its manulacture—ray paper can be 
made from fresh cloth scraps from a 
mill, and it may also be based on scraps 
of worn cloth from various sources. 
The quality will vary 

The amount of the rag content will 
affect the quality of the paper as, obvi 
ously, will the time and care spent in 
its preparation, One hundred per cent 
rag 1s made wholly from rags, papers 
of lesser content from a combination 
of rags and wood, The proportion of 
ray content to wood is used to desig 
nate the paper—thus, there are 75, 50, 
and 25 per cent “rag” papers. 

By the same token, the papers pre 
pared trom wood alone vary greatly in 
quality. A high quality wood based 
paper, made from the best type of wood 
and carefully prepared, can be quite 
useful for general office purposes, and 
will even stand the test of time for 
long enough to meet the retention re 
quirements of the average office. How- 
ever, although some sulphite papers 
will stand up for at least thirty years 
in record cabinets, they are not as dur 
able ever as the best quality rag paper. 
Moreover, durability in a file cabinet 
is not the only test of paper. Papers 
that are handled frequently are subject 
to a much greater degree ol deteriora 
tion than stored papers, and therefore 
papers that will be used frequently, 
and must also be used over a long 


‘ 


period of time, can often profitably be 


The following statement 
was prepared by Mr. E. E. 
Keough, of the L. L. Brown 
Paper Co., Adams, Mass., 
as a representative state- 
ment of the viewpoint of the 
leading firms in the manu- 
facture of rag papers con- 
cerning selection of paper 
for office use. 

When applied to record 
and or business correspon- 
dence papers, the word 
“longevity” implies resis- 
tance not merely to time. 
Equally important, it con- 
notes the required resis- 
tance to whatever handling 
a paper might receive dur- 
ing its intended life. To 
meet maximum time-use de- 
mands, paper must be made 
not only from 100 per cent 
new white textile cuttings; 
all other raw materials, par- 
ticularly water, must be as 
nearly pure as possible. 
Moreover, the processing 
must be such as to capital- 
ize to the utmost the inher- 
ently superior characteris- 
ties of such materials. As 
the terms “rag content” and 
“100 per cent rag” do not 
reflect’ all essential facts 
about raw materials and 
processing, they can be very 
misleading. Accordingly, 
it is always advisable for 
paper users to know as 
much as possible about 
these factors in order to de- 
termine the probable de- 
gree of longevity. 


selected from the better rag stocks. 
Basically, the process of making pa 
per is the same for all commercial types. 
The raw material, cither wood chips, 
rags, or a combination is first cooked 
with steam and acid to form pulp, the 
asic material of paper. This liquid pulp 
(and the quality of the water used in 
preparing the pulp is one of the most 
significant factors in the quality of the 
hnished paper) is then formed into a 
web of liquid paper on an endless mesh 


lt. This “river of paper” is then 


OFF.CE MANAGEMENT 


8 Wie >| pa nee fy Sie: i a ie ere ERR | Tl 
“ : —— [eT mene i 
; 
; 
i‘ _ a ag 
\ 3 = LS 
. > =) 
S “i 2 om # 
. a 
Bb oa cs oS : 
ight 36 ee 
[ | lz a ee i See F me Pi AL A —- 7. oe 3 ; 
2: Ag Eneisy a | a - “ly age ee : a aa an > — - 


pressed through rollers on an endless 
belt of woolen material to squeeze out 
moisture. The rollers are placed in 
such a way that both sides of the paper 
are pressed directly against rollers by 
the woolen carrier. 

This is the origin of two common 
paper terms—the wire and felt side 
of the paper. The “wire side” of fin 
ished paper is the side which was in 
direct contact with the wire mesh; the 
“felt side,” that which was not. The 
felt side of paper can be distinguished 
by an acute eye from the felt side be 
cause it will be smoother, and because 
it as the side on which the watermark 
can be read from left to right. 

Watermarks may be placed on paper 
in geveral ways. They may be applied 
by stamping directly on the paper at a 
late stage in its preparation. In high 
quality papers, it is more customary 
for the watermark to be impressed on 
the pulp while in a semi-liquid state 
by pressure of a wired design on the 
blanket carrying the paper. This dis- 
arranges the fibres of the partially dried 
pulp but does not affect the smooth 
ness of the final surface. 

After much of the moisture is 
squeezed from the pulp by these pro 
cesses, the paper is dried further by 
its passage as a continuous belt over 
hollow rollers filled with steam. It then 
goes through a “calendar stack”, which 
gives it the necessary finish, and by 
then it is a finished product, ready for 
cutting and trimming. 

If the paper is to be colored, the dye 
is added in the pulp cooking stage. 
The terms “wove” or “laid” in relation 
to paper refer to the finish, which is 
given the sheet by the woolen blanket 
belt which carries it through the roll- 
ers. A wove finish resembles a fine 
gauze; a laid finish is marked by paral 
lel lines. 

There are various tests for paper 


| 
which can be conducted even by a 


relative amateur. If high quality pa 


per is the desired standard, tests of two 
competing papers may be made by com 
paring them for whiteness, smoothness 
and uniformity of texture (the smooth 
er and more uniform the paper, the 
higher the grade in two papers of sim 
ilar type) 

The most common office papers are 
bond, ledger, bristol, and onion skin. 
Of these bonds are the basic correspon 
dene ¢ papers, ledge rs are heavier 
weight papers especially made for a 
counting, forms, and general heavy 

(To page 56) 
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The author: James Costello 


Seeretary-treasurer, Jacobsen Mfg. Co. 


Producer of power lawnmowers uses standard book- 
keeping machine to list sales of 50 products from 18 shipping 


points, plus inventory for 15 warehouses 


IN THIS AGE of machine accounting 
one very common task—analyzing and 
classifying sales by type of product, 
by salesman, by shipping point and so 
forth—stands out like a sore thumb 
from all others, It seems to defy 
mechanization at reasonable cost. 
There are two commonly accepted 
methods for analyzing sales. One, ot 
course, is the good old sort by hand, 
adding machine tape system (which 
consumes an enormous amount of 


time, and is therefore extremely ex 
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Figure |. Ledger ecard (right) has columns for 16 items 


pensive, for all but the smallest com 
panies). The other method is to do 
the job with a battery of high-pow 
ered, high-priced accounting machines; 
many different makes are available. 
Ii the job is extensive enough, this 
latter method can be economical. But 
generally speaking it is far too costly 
for all but the largest companies. 
Here we have two extremes. What 
of the huge majority of companies in 


between; those that are neither corner 


candy store size nor industrial giants? 
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How a “middle sized” firm 
mechanized sales analysis 


... and did it at reasonable cost 


I which account for 92 percent of firm’s sales. Other sales are listed 
under “miscellaneous.” Invoice amounts are listed on tape (left) with no sorting required. 


It would seem that there is a choice 


of two evils: either super-mechaniza 
tion or an out-and-out hand system. 
Unfortunately, a great many compan 
ies have in fact had to make this 
choice. 

As an alternative, there is a sys 
tem of sales analysis that can be ac 
complished on a standard typewriter 
bookkeeping machine. Perhaps you 
could do the job on a machine you 
have in your office right now. Un 
doubtedly, our own specie require 
ments differ somewhat from your 
own. But the idea is the main thing. 

We require a sales analysis by 50 
different products, by 18 different 
shipping points. In other words, there 


is a possibility of 900 distributions. 
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Jacobsen finds these bookkeeping machines avoid extremes of “super-mechanization” and sort-by-hand methods of sales analysis 


We also must maintain a book inven products; the others are placed in the simply lists each tem on each invoice 
tory for each of 15 warehouses. In miscellaneous column and a unit on a tape at the lett side of the ma 
studying the bookkeeping machine an- ticket created, Almost invariably, a chine, as shown in Figure | As she 
alysis system, observe that the Same study ot any sales breakdown will dis lists cach item, she touches a key or 
methods could be employed even if close that the bulk of distribution mutton on the machine, according to 
our distribution possibilities were sey possibilities falls into a relatively few proper sales classification. These keys 
eral times as great. accounts. A further discussion of mis ire actually labeled with the proper 

We have a large ledger card (Figure cellaneous items will be included designation, as “Freight”, “IS MA 
1) tor each shipping point, Each helow. Rotary”, “Edge-R-Trim”, and so forth 
ledger has columns for total invoice, Invoice copies come into the ac When all invoices for a given shipping 
freight, 16 different products, and counting department from any ot the point have been exhausted, the ma 
miscellaneous. Ninety-two per cent 18 shipping points. No sorting ts chine is allowed to clear totals auto 
of our distributions are to these 16 required. The machine operator (To page 52) 
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MANOR GRASS CATCHER 


Peesge carnrine ing 


OLD BALANCE OaTe CEscRiPTion orate ¥ creoirs 7 Bacance 


— DALLAS ! 12.00 12.00 


Figure 2. Miscellaneous items are handled by simply inserting a unit ticket in front of miscellancous posting on tape (see 
Figure 1). They are then posted later on ledger cards similar to the one shown above. 


OCTOBER 1956 39 


Bic 3 

. os ea iediieaielene wd a ee SN eA | aay a ee > ge ii ay “ee ‘# 
, . ‘ : a Ba ae 
: J 27 332] ae 
; - _—.. =a - & Sie be ee See 
: > — = = —— Semi Foy 
bur ot i —— ae ae eek ps 
pum -e . | — i ¥ ae eet 

| — ~ : | i Ez a =< a o zl ee) 
= if "s , °? er 

‘ — i, = an i eds ie 

ee | a | ll : a Thee |e 

: —_— si ona 

‘ 7 hi ibe. £ 

7 : zr. © = ae e\) 

xf 4 ae J : ae agg - . ie 4. el 

| . eed 
; om eet: us Bi ——— 

‘ settee th oe c. — oo —— i 
- : ae ‘Che eae! |S . Be el ¢ rise i 

) —_ oe a ae ae ¢ Ve. aa 
; — _— —_— " ; : ‘' ‘_y * if // feck q 1, = a wet ie ; ne ( 
. a. iby ip ‘ aa 
k - . Pa 2 J an ao. %. 
& ak ay bes ar F ai ae rie 

: ¥ it | ad Oo Eh 2 9 

B\: ; = ae “ a ~ = 7 “ed i aay > , 3 iA 
ee Lae 
' as 

& 

igh ss 

a 

+" 

b 

age leh Be RS oka a A ag Jia Wem eh) Rs a : 

= 2 ire 
’ ees f f 
a aa 
; ad 

' ee 

y J F 

s ' td oa 

Per 

~ _ ii 

= 


“The major element of becoming and 
remaining objective is control of emo- 
tions. The first step in leadership is 
self-control and this is also a step in 
acquiring understanding.” 


How scientific are your 
management decisions? 


Executives must develop mental attitudes critical of 
“self-evident truths” and “logical” solutions, author says, 
before they can really cure procedural ills 


by Eugene E. Jennings 


Associate Professor of Management, Michigan State University, East Lansing, Mich. 


TODAY'S OFFICE MANAGER 
faces a critical dilemma. One horn of 
this dilemma is the possibility that 
machines will entirely surpass the im 
portance of the employee and the other 
horn is the possibily that he, the 
manager, will rise up and restrain the 
advancement of machines and _tech- 
nology. Either possibility will retard 
human and social progress if one wins 
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complete supremacy over the other. 
There are a number of possible solu 
tions by which the office executive can 
escape through the horns. One is the 
construction of new office procedures 
based upon the understanding of hu 
man and social relations. Already be 
ing used quite abundantly are scientific 
principles taken from the counsel of 


These 


sociologists and psychologists. 


scientists have helped to start building 
a new kind of management approach. 

But the line supervisor and executive 
in the office is not in a position to 
inquire scientifically and propound 
trenchant theories and principles that 
give him greater insight into the best 
management procedures. The use of 
science from the standpoint of the 
principles and methods and formal 
training required for mastery of soci 
ology and psychology is decidedly dif 
ficult for the office executive. No one 
who has occupied a line position can 
fail to realize that managerial decisions 
cannot be based upon pure science, 
pure psychology and sociology. 
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However, isn't there some aspect of 
science that all executives and super 
visors can use in the attempt to resolve 
many of their everyday human prob 
lems? 

The answer is that there is another 
vital aspect of science besides theoreti 
cal knowledge, verified facts, rigorous 
methods of inquiry and formal educa 
tion. It represents the basic element 
that affords each sociologist and psy 
chologist the means of discovery. 

Creating and discovering do not 
start with techniques or a set of prin- 
ciples. Science starts inside the indi 
vidual; it begins basically when the 
individual acquires a certain mental 
attitude or state. This attitude at 
tempts to further reliable knowing 
by emphasizing the wnreliability of 
knowledge already encompassed in the 
office manager's mind. Stuart Chase 
states that science is not primarily a 
matter of laboratories and atom smash- 
ers, or even sticks. Morris 
Cohen says that science is based upon 
an attitude critical of all plausible and 
“self-evident” truths. 


meter 


A correct mental orientation 


Out of the work of the great men of 
the 17th Century a new outlook on 
the world was developed and it was 
this outlook which brought about the 
decay of the beliefs in portents, witch 
craft, demoniacal possession. This out 
look has not changed in the least bit 
in this period of rapid technological 
improvement. The specific techniques 
and methods of the scientist have come 
and gone, but this scientific attitude 
valid. The use of 


scientific techniques and procedures be- 


has remained 


comes effective only after one achieves 


the correct mental orientation. In 


short, the beginning of each super 


visor’s and executive's attempt to gain 
understanding of human relations is 
a state of mind that provides this pur 
suit with the greatest degree of inten 
sity during the conduct of his daily 
office functions 
The scientific attitude is no re- 
specter of persons. It is something that 
anyone may acquire. It may be more 
difficult to acquire for some than for 
others but its influence in providing a 
better control over one’s own happine $$ 
and the happiness of others justifies 
the trouble taken. The essence of 
scientific attitude when applied on a 
day-to-day basis is that it will broaden 
one’s area of happiness, Johnson states 
about his popularly read book entitled 
People in Quandaries, that “the funda- 
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mental thesis of his book ts simply that 


science, clearly understood, can be 


used from moment to moment in 
everyday life and that it provides a 
sound basis for a warmly human eff 


cient living.” 
Confusion is cultivated 


There is no such thing as inherited 
inborn confusion and muddled think 
ing. These things are cultivated and 
learned. Today the executive owes to 
his office and society a clear head and 
a free mind. John Erskine calls it the 
moral obligation to be _ intelligent. 
Socrates said that there was only one 
good, namely knowledge; and only 
one evil, namely ignorance. The use 
of the scientific attitude by supervisor 
and executive is essentially adopting a 
“do-it-yourself” attitude, rather than 
merely acknowledging the need for 
science in human and social relations 
in the office. It means being a scientist 
at heart. 


One of the important implications 
of the scientific attitude is that it is 
not a group phenomenon or a group 
responsibility. Scientific attitude is an 
individual responsibility. It basically 
is a singular type of orientation. Each 
office supervisor or executive must do 
his own thinking, in his own way and 
in accordance with his temper and 
capacity. As Huxley says, there is 
only one corner of the universe one 
can be certain of improving, and that 
is ones’s own self. 

The scientific attitude is based on 
humility toward truth. A supervisor 


or executive oriented toward a scien- 


tiie approach to lite values truth while 
people oriented toward a non-scientifx 
approach value opinions and expedi 
ency. Most of us are oriented toward 
the latter. Most of us have experienced 
impatience in the analysis which is 
vital to the solution of everyday prob 
lems. If we are in severe pain, we find 
it nearly impossible to stop and diag 
nose the condition. The scientific at 
titude calls for a rethinking of the kind 
that can come only through patience 
and strain. 

Bowen and Kittering note that when 
each civilization has become satished 
with its technological growth, has sat 
back to relax, civilization has failed. 
Among many executives today there 
is a kind of intellectual smugness. 
Perrin Stryker writes in Fortune, that 
most executives still seem to be of 
fended by the idea of being taught to 
think, since executives, like other peo 
ple, normally cherish a high opinion 
of their own mental powers. Alex 
Osborn, who has taught creative think 
ing to many executives and supervisors, 
confesses: “I mull over the question 
of teaching executives how to think, 
and the later one tries to do this after 
they become executives the less feasible 
I deem it to be.” Although executives 
favor being “logical” in their reason 
ing, their decision is usually based on 
a rationalization of an unconscious 
Ralph Hower of 


conducts 


“automatic reflex.” 
executive 
courses for presidents ol Corporations 


Harvard, who 
states, “These presidents, at first, want 


ed to deal with symptoms and not 


(To page 112) 
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Has scientific outlook really dispelled portents, witches, and demons? 
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Reading unit, sensitive to metallic ink, is at heart of electronic typewriter’s tab control 


IBM introduces four major 


office machine developments 
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New APR machine, intended to 


record 


production control data 


Firm unveils electronic self-tabulating typewriter, data 


processing system, computer expanded with random access 


memory units, and new recording device— 


FOUR MAJOR developments in office 
automation were announced by the In 
ternational Business Machines Corpo 
ration on September 13. Shown for 
the first time was equipment ranging 
from a relatively simple, but signif 
cant, modification of the conventional 
electric typewriter to full-scale elec 
tronic data processing systems and au 
tomatic input devices. 

These new developments are as fol- 
lows: 


(1) The electronic typewriter. Bas 


ically, this is a standard IBM electric 
machine. It has, however, a reading 
unit which is sensitive to metallic ink. 
\s the carriage moves from left to 
right, this ink, printed on the paper, 
comes into contact with the reading 
unit. Its presence 1s spotted by the 
machine and a signal is generated 
which is used to control the positioning 
of the carriage. 

Specifically, the ink pattern is used 
to control tabulation. Standard busi 


ness torms are printed with an overlay 
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RAM 650 is basically a magnetic drum data processing machine expanded by addition of random access memory units 


of this special ink in the form of lines 
at the left of each box or Space on the 
page to be filled. 

When the form is first inserted into 
the typewriter, the typist aligns it ver 
tically in the customary manner. There 
after, at the beginning of each line 
containing a space to be filled in, she 
merely presses a “tron tab” key. The 
carriage advances swiftly until a line 
of this special ink passes under the 


reading unit. As it does so an electric al 


circuit is closed and the carriage stops 
automatically. The typist may then 
hill in the Space as required, pressing 
the tronic tab key when she is ready 
to proceed to the next space, 

Two consequences of this develop 
First, the 
typist is spared the necessity of setting 


ment are at once apparent. 


up the tab stops for the form she is 
typing. IBM considers this particu 
larly significant when the typist is 
working on a series of differing forms, 
such as are found in a number of in- 
surance applications. Second, the form 
design can be freer, since the designer 
need no longer worry about lining up 
blanks on different lines under the 
same tab stop settings. This factor is 
expected to eliminate some ot the com 
promises usually made in forms design 
for the sake of tabulating simplicity, 
for the ink can be printed on the form 
wherever it 1s desired. 

IBM points out that the special ink 
used can be printed on any business 
form by conventional printing proc 
esses. A number of prominent forms 
manutacturers are at work designing 
forms for use with the new machine. 

The new typewriter will be available 
in February. Because the new feature 
is an integral part of the machine, IBM 


does not expect that it will be feasible 
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See oe 


IBM's RAMAC was developed from magnetic 
disk memory device introduced last year 


to install it in existing models. How 
ever, the new machine is usable as a 
conventional electric typewriter when 
it is necessary to use non-sensitized 
forms. The company has announced 
that machines with this new feature 
will cost $125 
models. 


(2) The RAMAC 


processing system. This is a new sys 


more than standard 


electronic data 


tem built around a magnetic disk 
memory device of a type introduced 
by IBM last year. (See Office Man- 
agement, June, 1955, page 38.) The 
referred to as RAM, consists 
of a vertical stack of 50 magnetic meta 
disks. 


treated that it can record information 


Fach lace contains 100 


device, 
ka h side ol each disk is so 


magnetically. 
tracks on which data may be recorded 
Each track is designed to provide tor 


five separate records of 100 characters 


| 


each. lo permit ready access lo aul 
stored information, each disk is verti 
cally separated from the adjacent disks 
by a space large enough to allow a 
moving arm to enter and read the 
information. 

This access arm moves rapidly up 
and down under automatic control, It 
stops next to the disk which is to be 
examined, and the arm darts in be 
tween the records. Having obtained 
or inserted—the desired information, 
the arm quickly is withdrawn. Infor 
mation is transmitted electrically to the 
desired location; the arm then moves to 
find the 


information next required 


Because of the high speed of opera 


contained in the 


ion, any iniormation 
stack can be located and read in a few 
nilliseconds. Seen in high speed oper 
ation, the constant jabbing of the ac- 


(To page \\6) 
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Two office conferences 


on this month’s agenda 


AMA’s office management session slated for New 
York’s Sheraton-Astor, Oct. 15-17; Systems & Procedures 
Assn. meets Oct. 22-24 in Philadelphia 


TWO MAJOR association conferences, 
one in New York, one in Philadelphia, 
are scheduled for this month. Inte 
grated data processing, reduction of 
administrative costs, and various as 
pects of human relations in business 
will be the principal topics covered at 
the first, the American Management 
Association's annual Office Manage 
ment conference, to be held at New 
York’s Sheraton-Astor Hotel, October 
15-17. 

The Systems and Procedures Asso 
ciation of America will hold its 1956 
International Systems Meeting at Phil 
adelphia’s Bellevue-Stratford Hotel, 
October 22-24, Following the pattern 
established in earlier years, the meet 
ing will be broken down into several 
concurrent seminar sessions. Topics 
to be covered in seminar meetings in 
clude, “Forms Design and Control,” 
“Charting Techniques,” “Procedure 
of Manual Preparation,” “Work Sim 
plification,” “Work Measurement,” 
Time Standards,” “In- 
tegrated Data Processing at Work— 
Order Billing, Shipping,” “Preparing 
for Tomorrow's Systems,” “Electronic 
Data 


“Engineered 


Processing — Payroll Applica- 
tion,” and “Operations Research in 
Business.” The seminars will be 
held on Monday afternoon, the open 
ing day of the conference. They will 
all be repeated on Tuesday afternoon, 
sO participants interested in two simul 
taneously scheduled subjects may have 


a chance to attend both. 


To repeat seminar meetings 


Seminar scheduled for 


morning (all will be re 
peated on Wednesday morning) cover 


meetings 
‘Tuesday 


“Records Management,” “Organizing 
and Staffing a Systems Department,” 
“Quality Control of Clerical Opera 
tions,” “Organization Planning,” 
“Compatibility of Systems and Audit 
Functions,” “The Medium Size Elec- 


tronic Data Processor,” “Transceiver 


Application,” “Operations Research— 


u 


Top Management Tool,” “Operations 
Research through Mathematical Pro 
gramming,” and “Planning Procedures 
for Profit.” 

General sessions scheduled for the 
conference include three concurrent 
meetings on the first morning, and 
two on the first afternoon. Speakers 
and their subjects for the morning 
sessions will be Dr. Alfred J. Cardall, 
Cardall Associates, Philadelphia, Pa., 
talking on “The Human Equation in 
Systems Work.”; Leslie Matthies, sup- 
ervisor of Engineering Systems and 
Procedures, Northrop Aircraft, dis- 
Channel of 
and Leslie C. Edie, 
chief, Project and Planning Division, 
The Port of New York Authority, 
talking on “Operations Research Ap- 
plied to Office Functions.” 


cussing “Systems as a 


Communications”; 


Creative thinking; inventory control 


Monday afternoon speakers will be 
Dr. B. B. Goldner, director, School of 
Creative Thinking, LaSalle College, 
Philadelphia, outlining “An Exposure 
to Creative Thinking,” and Dr. Arthur 
A. Brown, of the Operations Research 
Staff, Arthur D. Little, 
bridge, Mass., talking on 
Inventory Control.” 


Inc., Cam 
“Guides to 


During the second part of the after 
noon session, a closed circuit television 
demonstration will show delegates not 
attending any of the various seminars 
how the IBM 702 electronic computer 
at Philadelphia's Naval Aviation Sup 
ply Office sets about solving an inven 
tory control problem. 

Concurrent general sessions on the 
second morning of the conference will 
be concerned for the first part ol the 
morning with discussions of new de 
velopments in ofhce equipment, and 
the “Impact of Automation on Man 
from the Na- 
tional Cash Register Co. and Under- 
wood Corporation will handle the 
first subject; Carroll W. Boyce, asso 
ciate editor, Factory Management and 


agement.” Speakers 


Vaintenance, the second. 


The second 
part of the morning program will be 
devoted to general sessions on new de 
velopments, led by speakers from Com- 
mercial Controls and Burroughs Corp.; 
“The Mounting Tide of Paperwork,” 
which will be discussed by W. O. 
Twaits, executive vice president, Im 
perial Oil Ltd., Toronto; and “Work 
Smarter—Not Harder,” 

which will be given by 


advice on 

Allen H. 
Mogensen, director of the Work Sim 
plification Conference, Lake Placid, 
N. Y. and Sea Island, Ga. 

The Tuesday afternoon panel of 
general sessions, like that in the morn 
ing, will be divided into two groups 
of concurrent sessions. New equip- 
ment developments during the first 
group of afternoon sessions will be 
covered by speakers from IBM and 
Remington Rand, while Douglas S. 
Sherwin, of the Phillips Chemical Co., 
Bartlesville, Okla., will speak on “Sys 
tems Implementing Management Con 
trol.” The second half of the after 
noon program will be given over to 
talks on 
ment and Systems” and “Integrated 
Data Processing.” The first subject will 
be covered by Lawrence A. Appley, 
president of the American Management 
Association, the second by E. P. Little, 
of the Anderson-Nichols Co., Boston, 
Mass. 


The final day of the conference, 
Wednesday, October 24, will have two 
groups of concurrent sessions during 
During the first half 
of the morning, David B. Hertz, ex- 
ecutive assistant to the president, and 
manager of operations research, Pop- 
ular Merchandise, Inc., Fair Lawn, 
N. J., will talk on “Operations Re 
search in Managerial Systems;” Fred 
V. Gardner, 


“Interdependence—Manage 


the morning. 


Director of Executive 
Study Groups, Fred V. Gardner & 
Associates, Milwaukee, Wis., will talk 
on “These Changing Times,” and the 
final outline of new equipment devel 
opments will be 


made by represen 


tatives of Addressograph-Multigraph 

Radio 
The last general session of 
the meeting will be held during the 
second half of the 


I larold ca 


treasurer, 


Corp., and Corporation of 


America. 


morning, when 
Stott, vice president and 
Albert M. Greenfield Co., 
Philadelphia, Pa., speaks on “A Deli- 
cate Balance,” a talk devoted to the 
impact of accelerating technological 
changes on an otherwise 
society. 


stabilized 
(To page +6) 
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FOR THE SALESMAN 
N-C fits neatly into 
travel case — Keeps FOR THE FILE CLERK 


I’ 
jer CLICKS: 
work well organized! 
N-C staples as she ond 


stands — no pounding, — FOR 
ever! 
1001 USES! 


FOR THE SECRETARY 
N-C keeps desk top 
clear—stows away in 
the well of her desk! 


aa) 
WA 
FOR THE EXECUTIVE 


N-C works quietly, just 
like a plier. Lies flat in 
his top desk drawer! 
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~a 


THE ov, PLIER-TYPE STAPLER 


In office, store, school and home—N-C is everybody's favorite. That's because 
its plier-type action is so easy so smooth so refreshingly quiet. Use 
Model J-30 for permanent stapling, or the versatile Model J-60 for stapling 
and pinning. 
NEVA-CLOG PRODUCTS, INC., BRIDGEPORT 1, CONNECTICUT 
O. H. DAVISON & CO., Pacific Coast Rep, 609 Mission St., Son Francisco, Calif 
JiM W. Cooper, jex., Southern Rep., P.O. Box 2152, Atlanta, Ga 
CANADIAN STAPLES,LTD., Montreal, Toronto, Winnipeg, Vancouver 


———— = os , i ee ee ee! ee 2 F Bee fy ey 
a 
oP 
5 good reasons why is so handy! a 

4 

7 
ts ™ 
LS a 
[y “re A ;, _ 7 4 
' i 
A 

Re ce 
/ ‘“ 

age 

j | 

/ ~ be ‘i 

/-6, 
7» ree * ) ie 
—~ mf i 
, a 
ieee 
—— ——__—_—__—_——_—_—_—_—- —_— — " ——— | by 

nae j 
qe 
ba] i ‘i 
| - iat " 
OCTOBER 1956 For More Information From Advertisers Use Readers’ Inquiry Coupon on Last Page 45 | an 
ae 

- . ste 


NATIONWIDE 
PROCESSING 


nan 


for 


amazing 


new 


Ozalid 


Microtiim Duplicates 


Now--Ozalid microfilm duplicating centers across the nation are 
“open for business’’. . . bringing all the benefits of Ozalid’s amaz- 
ing duplicating process right to your area. 


e With Ozalid duplicates, you get a negative directly 
from your negative. They're ‘“‘white-on-black,” easy 


to read in the viewing screen. They're “black-on- 
white,” 


crisp and clear in photo enlargements. 


e With Ozalid duplicates you get images that are far 


clearer, sharper than conventional film duplicates. 


e With Ozalid duplicates, you get protection against 


costly scratches. Images are buried right in the film 
base . . 


. no emulsion is present to scar or scratch. 
Fingerprints wipe clean with a damp cloth. 


FOR A FREE SAMPLE OF Ozalid Microfilm Duplicate, write: Ozalid, 
Microfilm Dept. K-10, Johnson City, N. Y. 


OZALID 


microfilm duplicate 


A Division of General Aniline & Film Corporation 
In Canada—Hughes Owens Co., Ltd., Montreal 
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versity, Bethlehem, Pa.; and the 


The SPA conference this year will 
also have “industry group programs” 
in which systems people in selected 
industries will be given an opportunity 
to discuss together problems peculiar 
to their industry, and at the same 
time to meet other systems peopl 
concerned with the particular em- 
phases of their industries. Such ses 
sions will be concerned with Property 
and Casualty Insurance, Textiles, Com 
mercial Banking, Chemical and Drug 
Manufacturing, Basic Iron and Steel, 


and the Petroleum Industry. 


The annual banquet at the SPA 
conterence, at which the Ist Interna 
tional Systems Award will be presented, 
will have Dr. Nathaniel Canter, chair 
man, Department of Sociology, Uni 
versity of Buffalo, and consultant to 
U. S, Foreign Operations Administra- 
tion, Office of European Economical 
Operation, as speaker. The newly-cre 
ated International Systems Award will 
be made to a “person whose contribu 
tion has been significant in the light of 
SPA principles.” 

Theme of the conference ‘People 
Systems Profit.” 


AMA conference 


The American Management Asso 
ciation conference in New York, 
which opens on Monday, October 15, 
will be split into alternate programs 
of individual talks and talks geared to 
a major central topic. The opening 
session on Monday morning will sec 
Kelly Y. Siddall, administrative vice 
president, Procter & Gamble, and 
Thomas M. Cox, Jr., Manager, Office 
Methods and Procedures, Owens-Illi 
nois, as speakers. The first will dis 
cuss “The New Dimensions in Office 
Management,” the second, “Office In- 
vestments—When Are They Justi 
fied?” 

The Monday afternoon session, un 
der the general topic of “Engineering 
for Paperwork Control” will be divid 
ed into three talks on “Forms 
Control,” “Analysis and Measure 
ment,” and “Records.” The first sub 
ject will be covered by Kenneth A. 
Taylor, of the General Electric Com 
pany, Detroit, Mich.; the second by 
Professors Wallace J]. Richardson and 
Robert E. Heiland, of Lehigh Uni- 


last 


by James N. Flanagan, General Ofh 
ces Manager, Monsanto Chemical Co., 
St. Louis. 


The Tuesday morning session will 
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for the REDDEST REDS, the BLUEST 
BLUES, the SUBTLEST HUES! 


DIXON 


Try DIXON ANADEL, DIXON THINEX 
and DIXON BEST Color Pencils 
and discover the colorful, 


wonderful difference! 


Ever since the Dixon Lady in Red made her 
dramatic appearance, every day has been a 
“red letter day” for those who use color pencils. 
Artist, architect, draftsman, engineer — everyone 
appreciates the many subtle gradations in 
color that can be obtained with Dixon Thinex, 
Dixon Best and Dixon Anadel. 


— 


Try your hand at 


p1xon ANADEL 


24 Sparkling Colors 


Blendable when wet, dependable when dry 

. . DIXON ANADEL color pencils ore ideal 
for fine point color work, perfect for wash 
or detail drawings. Noted for their excep- 
tional point strength! 


Try your hand at 


erates eae 


The perfect balance of visibility and 
strength, DIXON THINEX color pencils ore 
ideal for thin lines, mosses, figures — for the 
easiest, brightest color work, DIXON 
THINEX color pencils ore softly responsive 
to pressure — making it “touch and go” for 
brilliant results! 


Try your hand at 


DIXON BEST 


36 blending colors, 
shades, tints 
Here's the best you con buy — for work in- 
volving brood strokes or bold masses. For 


high visibility, color uniformity, you con't 
beat DIXON BEST! 


The Jo s Division, Jersey City 3, N. J. 
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ow Borden Company $aves 


~~ Flexowriter 


| PUNCHED PAPER TAPE SYSTEMS 


The Borden Company began nearly a century ago with the 
founding of the New York Condensed Milk Company, by Gail 
sachs | Borden, inventor of the condensed milk process. Today, it is 
the fifth largest food processor in the United States. 


SAVES ON LETTERWRITING An organization of such size 


needs speedy interdepartmental communication and_ the 
elimination of repetitive typing wherever possible Using a 
battery of Commercial Controls’ Klexowriters, illustrated 
above, Borden does away with repetitive typing of form letters. 
The letter is typed only once. Simultaneously, a punched paper 
tape 1s prepared that will actuate the same or other Flexo- 
writers. After the address has been filled in by the operator, the 
Klexowriter types the body automatically at the rate of 100 
words per minute. On Borden sales letter applications, Flexo- 
‘ mm writers cut the cost 50°) compared to the former method. On 
Ai one letter writing job alone, Borden has saved almost $13,000 
using the klexowriter 


SPEEDS COMMUNICATIONS Borden also uses I lexowriter 
punched paper tape to speed communications between its 
offices throughout the country. As the message is typed on the 
llexowriter, a tape is punched simultaneously 
that will actuate wire transmitting equipment, 
According to Borden, this system saves messenger 
pick-up time, is faster for the sender, and more 
accurate because the message has to be typed 
manually only once. 

Borden is just one of hundreds of firms large 
and small cutting paperwork and data process- 
ing costs with Flexowriter. Let us show you how 
Flexowriter can do the same for you. Why not 
mail us the coupon below today for complete 
information, 


¥ 


COMMERCIAL CONTROLS CORPORATION 


Subsidiary of Friden Calculating Machine Co., Inc. 


Dept. OM-106, | Leighton Ave., Rochester 2, N. Y. 


Send folic “How Flexowriters integrate Data Processing.” 


| would like to see a FLEXOWRITER demonstration, 


| We ore interested in FLEXOWRITERS for 


Name - 
Company “ 
Sales and service offices listed in Address = — — _ 
y classified telephone directory under 
e “Typewriters — Automatic.” nicntsccentnttnsimencmsrnnmmnnnseee 
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be given over to a panel of speakers 
from Sylvania Electric Products, Inc., 
who will discuss “Administrative 
Automation at Sylvania.” Topics un 
der this genera] heading are “Manage 
ment Planning for Administrative 
Automation,” which will be outlined 
by Lee C. Guest, Jr., the company’s 
controller; “Integration of Adminis 
trative Automation into a Decentra 
lized Company's Activities,” which 
will be covered by Edgar G. Dunn, 
manager of Sylvania’s recently-opened 
data processing center at Camillus, 
N. Y.; and “Operations Planning.” 
James D. Gallagher, manager, Plan 
ning and Development, for the data 
processing center, will discuss the lat 
ter subject. 

The afternoon session on Tuesday, 
the second day of the conference, will 
be given over to a report by members 
of the AMA Continuing Research 
Seminar on Integrated Data Processing. 
According to the association, the r 
port will “give a comprehensive re 
view of theory and application to date 
in IDP.” The seminar is composed of 
representatives of 18 companies which 
have pioneered in the application of 
IDP concepts and equipment. 


The final morning session, on Wed 
nesday, October 17, will cover a va- 
riety of subjects. Thomas H. Me 
Donough, manager, office services, H. 
J. Heinz Co., Pittsburgh, will discuss 
“Office Services.” A new viewpoint 
on an old problem will be given by 
Dr. Keith Davis, Professor of Man 
agement, Indiana University, in his 
talk on “Making Constructive Use ot 
the Office Grapevine.” “Employee 
Roundup—Western Style” in which 
J. L. Wilcox, vice president-employee 
relations, Western Union Telegraph 
Co., outlines personnel patterns his 
company has found useful, will be the 
final program talk of the conference. 

The conference will end with a lun 
cheon at which Roger Hull, executive 
vice president, Mutual Life Insurance 
Co. of New York will be the speaker. 


Addressograph-Multigraph 
Purchases R. C. Coxhead 


Addressograph-Multigraph Corp., of 
Cleveland, maker of addressing and 
duplicating equipment, has acquired 
all capital stock of the Ralph C. Cox 
head Corp., of Newark, N. J., maker 
of Vari-Typer and other composing 
typewriters and machines, 
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THE WORLD’S FINEST 
STATIONERY BANDS-- 
THEY ARE ‘‘PRE-OPENED”’ 
READY FOR IMMEDIATE USE 


) KAnbber Kreuts C2 > 


ALLIANCE RUBBER CO. 
Please send FREE samples. 
NAME_ 

ADDRESS 

city 


DEALER'S NAME ____ 


ADDRESS __ 


- 


ALLIANCE RUBBER CO. 


ALLIANCE, OHIO 69 West Washington St. HOT SPRINGS, ARK. 
CHICAGO, ILL. 
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Subject filing — betically all the Group Detail (III 
above). The numbers should still ap 

(From page 31) pear at the left, but will not be in 

numerical order. For purposes of il 
mit writing between the lines. Bear lustration, let’s assume that the sub 
in mind that this index will be ex 


jects listed in III above comprise the 
panded rapidly for the first few 


entire Group Detail—the “filing and 


months « c. rob: a / je 
m us Probably after two locating” index up to this point would 


months and again after eight or ten appear as follows: 
104. Accounts Payable 
102. Accounts Receivable 
101. Cash 
$73. Deadlines—Mailing 
474, Filing 

Fire list and cross-reference alpha 471. Lists—Route 


months you, will want to re-issue this 
detail index, and possibly every year or 
two thereafter, incorporating the pen- 
cilled-in references on new double 
spaced typed sheets. 


The dramatic circulation growth 
of Office Management is a reflection of its 


UNIQUE 
EDITORIAL 
SERVICE 


OFFICE MANAGEMENT is the fastest grow- 
ing business publication for management execu- 
tives, with the largest A.B.C. paid circulation by 
far, in the big office market. 


Reasons? Its far-ahead-of-the-pack leadership in 
serving this field . . . its initiative in spearheading 
office automation, its “Tools 
of the Office” features . . 


its case histories . . . its spon- 
sorship of the “Ofhice of the 
Year" Awards .. . its coor 


dinating YEARBOOK issue 
... have won for it the loyalty 
and confidence of Amer'can 


management executives con- 


cerned with office administra- 
* Subject to 


A.B.C. audit tion, 


OFFICE MANAGEMENT 


The Magazine for Management Executives 


212 Fifth Avenue New York 10, N. Y. 


A GEYER-McALLISTER PUBLICATION 


473. Mailing Deadlines 
104. Payables 

106. Payrolls 

103. Property 

102. Receivables 

475. Records—General 
471. Route Lists 


Second, if you already have a cor- 
respondence file which you wish to 
convert to this system, take a single 
folder at a time in your spare mo 
ments, clean out all obsolete papers 
and re-code all other papers with the 
new numbers. In doing this, you 
will, in many cases, wish to interline 
in pencil a more specific subject than 
is already shown in the Detail Index. 
For instance, you may have a letter 
concerning a proposal to microfilm all 
accounts payable records more than a 
year old. Your first question is, Shall 
| file it under “Records” or under 
“Accounts Payable?” Actually, if it 
is properly indexed and cross-refer- 
enced, it will make little difference 
which you choose. In this case, since 
the relation seems to be to records 
rather than to accounts payable as 
such, and since other records may at 
some time be microfilmed, let's say 
you decided on “Records”; you would 
probably want to interline in pencil 
on your detail index, the following, in 
their respective alphabetical order: 


475. Accounts Payable — Microfilm 
Records 

475. Microhlming—Records 

475. Records —Microfilming 


This virtually eliminates the possi 
bility of filing future correspondence 
regarding microhilming in a different 
file. Note that even though the first en 
try would be interlined immediately 
after “404 Accounts Payable” in the 
detailed index, it would carry a differ 
ent number, 475, thus identifying it 
with Records. 


Your next question is “Will I always 
have to go through this routine every 
time I send a letter to file?” The an 
swer is no. You will find that within 
a year, in easy stages, you will have 
created a filing system that is almost 
foolproof, is very easy to use, and 
covers almost every conceivable subject 
you would be concerned with. You 
will, of course, always have occasional 
material that doesn’t specifically fit 
anything in the index. When this ox 
curs, do not fail to enter and cross 


reference it in very speciiic terms. 
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Now that a photocofner costs less than an office typewriter . . . 


® 


g 


Large companies will find that putting a new Signet 
Copier in each department is every bit as practical as 
hav ing a typewriter at eac h secretary's desk. Ends costly 
“travel” to duplicating room and waiting in line for 
copies, Speeds communications with other departments 
and customers —everyone gets copies soon as needed. 


“One-man” offices can now enjoy the 101 
short cuts Verifax copying has brought to 
thousands of companies For example — 
answer mail without dictation and typing; 
do “all-day” retyping jobs in 15 minutes. 
Eliminating only one page of typing per 


day, saves Signet’s cost in less than a year. 


DOES MORE! This sensational copier 
makes 5 copies in | minute for just 24%¢ 
each. Does many jobs beyond scope of 
ordinary copiers for example, makes 
copies on pre-printed office forms... and 
on both sides of standard copy paper 
Even makes an offset plate in 1 minute for 
less than 20¢, using low-cost adapter. 


—--MAIL COUPON TODAY-——————-———————--—----- 


Kodak’s new 


VERIFAX 


MISSES NOTHING! Verifax copies are 
photo-exact from top to bottom espe 
cially important when you're copying 
legal papers and accounting records with 
all types of ink writing. No worries about 
deterioration, either—Verifax copies will 
last fully as long as any typewritten 
record used today. 


EASTMAN KODAK COMPANY, Business Photo Methods Division 


343 State St 
Gentlemen 


Rochester 4, N. ¥ 


Name 


Company 


Please send free Signet folder, “Short Cuts” booklet 


Position 


ena 


City 


State 
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Signtt COPIER 
... only *148 


NEW FREE FOLDER vives complete de 
tails on new $148 Signet and other 
Verifax Copiers. Also sent free~valu 
able booklet revealing the short cuts 
Verifax copying has brought to thou 
sands of offices. 


#5 


72-10 * ib 
No obligation 
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References to the “Group Detail” sec- 
tion of your index (III above) is often 
helpful in coding new material. 

It is highly desirable, as with any 
filing system, that the person originat 
ing or receiving the correspondence, 
personally note the filing code on the 
material, With a filing index within 
casy reach, it is amazingly simple for 
the person dictating a letter to include 
the file code which can then be typed 
right on the letter along with the date. 
Incoming material can be noted with 
pencil. 

Let's assume that at the outset you 
wish to have correspondence regard 
ing plant property (see HII above) 
kept separate from your monthly (or 


quarterly) property reports. You 
'—_ 
2s 
Pasi ae 
a - “y 
ll cs 


MW 


would code the correspondence 103.1 
and the reports 103.2. Now let's go 
a step further and assume that you 
report Property Retirements, Property 
Additions, and Property Adjustments 
all separately and wish to file the re 
ports separately—you could code them 
as follows: 

103.21 Property Retirements 

103.22 Property Additions 

103.23 Property Adjustments 


The first digit after the decimal is 
the “Class” code and identifies the 
file as reports. The last digit is the 
breakdown of property reports. 

Probably 70-80 per cent of your 
filing will require no digits after the 
decimal. The title on the folder will 


carry only the three-digit code, and 
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CUMMINGTON “PAPERMATIC CONTROL” CUTS 
MAIL INSERTING AND COLLATING COSTS 


THE NIW CUMMINGTON INSERTING AND 
SEALING MACHINE Hondles widest gongs of 
envelopes at rate of 3,500 per hour. Available 
in one, two, three, four and six station mod 
els. Priced to pay for itself in less than a yeor. 


SEE BOOTH NO. 10313 
National Business Show 
October 15-19, 1956 
New York Coliseum 
New York City, N. Y. 
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THE CUMMINGTON 6 STATION COLLATOR 
Handles wide range of paper weights and 

sizes. Gathers over 10, sheets per hour. 

Costs less to buy . . less to operote 


For further information write: 


CUMMINGTON CORPORATION 
620 COMMONWEALTH AVENUE 
BOSTON 15, MASSACHUSETTS. 


the folder will contain all material 
related to that subject. 

Don’t over-file. Many file clerks and 
some executives seem to have a phobia 
about throwing away correspondence; 
the result is that many correspondence 
files are loaded with material that will 
never be referred to, and even if the 
subject were to come up again, the 
answer is readily available in some 
other record. A little conscious effort 
in sorting the worthless from the 
valuable will pay big dividends in 
time and filing space. 


Sales analysis— 
(From page 39) 


matically on a ledger card for that 
shipping point. The same totals are 
also cleared on an over-all control 
sheet, which maintains figures by pro 
duct classification for the entire com 


pany. Two 


‘runs” are made, one for 
dollar amounts and the other for 
number of items sold. 

The machine (a National “Class 
31°") actually has nine selective adding 
keys. Yet, as you can see, we get 18 
classification totals, plus Total Invoice. 
This is accomplished by ‘ 


‘splitting the 
keyboard”, 


Certain amounts are set up 
at the left side of the keyboard; others 
are set up at the right. The adding 
keys designate whether the amount is 
to be set up “Left” or “Right.” For 
instance, Freight is set up on the left 
side of the keyboard and Key | de- 
pressed. 18 MA Rotary is set up at 
the right side and Key | depressed. 
Thus we get two totals from one actual 
accumulator. That is why, on the tape 
at the left, you see some amounts listed 
at the left and some at the right. 

It is difficult to describe the sim- 
plicity of this operation. Any at- 
tempt (as above) makes it seem at 
least somewhat complicated. The fact 
is, though, that it is just like running 
an adding machine. The clerk lists 
each amount and touches the right 
key; that is all there is to it. (As to 
whether he should set up the amount 
at right or left, this becomes auto 
matic procedure after the first few 
runs.) The machine then clears the 
totals on the shipping point ledger 
sheet. A proof that the amounts an 
alyzed add up to the total of all in 
voices for that shipping point is pro 
vided automatically. Returns are 
posted in the same w ay. 


In the illustration shown in Figure 
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How does a surgeon know which tool to use? 


RAINING LAYS the foundation of his knowledge. 
Practice solidifies it. Guidance from older surgeons 
perfects it. 

So, the selection of the right tool is sure when the 
surgeon enters the human body toremedy a condition. 

The Roytype Representative also has many tools 
at his disposal. He is trained in their use. He has had 
great practice in how to apply them. The home office 
gives him seasoned guidance. 

Is it a question of inked ribbon? Of carbon paper ? 
He knows exactly what to suggest for all types of 
typewriters, bookkeeping machines and duplicating 
processes. 

In fact the Roytype Representative is a trained 
expert .. . a member of an organization which is part 
of the largest typewriter manufacturer in the world 

Royal Typewriter Company. 


He will give you sound advice to help you get out 
the best work .. . at the lowest cost. 


® Roytype*. quality supplie 
for all business machine 
Roytype, a department of Royal Typewriter Company, a Division of Royal McBee Corporation 
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uere’s PROOF! 


Diebold SUPER ELEVATOR FILES 


cut record handling costs 


User experiences prove that practical 
automation . . . the handling of large- 
volume records by motorized Super Ele- 
vator Files... cuts time and space costs 
up to 50% .. . saves thousands of dollars 
annually! Touching a button triggers an 
electrical brain that whirls any one of 
10,000 to 300,000 records into perfect 
position for referring or posting. Ask for 
case histories describing improved rec- 
ord keeping . histories that report 
initial investment write-off in 5 to 
18 months. 


Call your local Diebold representative, 
or mail the coupon today. 


; Diebold, inc % 
‘ N-310-DI «6§)«6©980 Mulberry Rd., S. E. ‘ 
$64/ e8) 1 Carton 2, Ohio ‘ 
aussrion protected by : Please send case histories that will help us with : 
; our — records ; 
; e ! Firm — ' 
' ‘ 
It SJ () ; Individual —————— ee ; 
‘ ” | i) ’ ’ u ’ ‘ ' t o ; Street _ — ' 
980 Mulberry Rd., S. E. ‘ e . ; 

Oe cans anennaniieasinneaats oa - 
Canton 2, Ohio a " di PS Lage - ng a bigs peas 

54 For More Information From Advertisers Use Readers’ Inquiry Coupon on Last Page 


1, only one amount for each elassifi 
cation is shown, for the sake of brevi 
ty. In actual practice, of course, 
many amounts are entered in each 
classification. But the important point 
is that the operator does not care in 
which order the amount. come: in 
each case, she just touches the proper 
key. 

Miscellaneous items are handled by 
simply inserting a unit ticket in front 
of the miscellaneous posting on the 
tape, An example of this is also 
shown in Figure 1. Miscellaneous 
items are posted later to ledger cards 
(Figure 2). 

Fifteen of our shipping points are 
warehouses, for which we must main 
tain a book inventory. This is kept 
on ledger sheets exactly like the one 
shown in Figure 1. Shipments out 
(units only) are copied directly from 
the shipping point ledger card; ship 
ments in are posted from memoran- 
dum copies of inventory transfers. The 
columns for each type of product are 
down-added each month. A _ physical 
inventory is taken monthly, at each 
warchouse, and must tie in exactly 
with our figures. 


We cannot produce our monthly 
profit and loss statement until our 
sales analysis is complete. Under our 
previous system, it used to take us 
until the 16th or 18th of the following 
month before the P & L Balance Sheet 
was complete. Now it is out the 
first week after the month ends, and 
our analysis proves to the penny 


against the accounts receivable sales 


hgure. The new operation saves a 
week's time for five people. It also 


saves a day and a half that was form 
erly spent in summarizing each pro 
duct by shipping point. 


Machine seen major benefit 


But the major benefit, as we see it, 
is that the job is done on a standard 
bookkeeping machine. We have four 
such machines. Accounts receivable, 
accounts payable, payroll, dealers’ ledg 
er records and other miscellaneous 
tasks are processed on this equipment. 
The job of sales analysis is just an 
additional duty, so to speak. But it is 


an important one. 


Other companies may require sales 
by geographical location and by pro 
duct, or by salesman and by product, 
or both—or any other combination 
The bookkeeping machine analysis 


system could be used to secure many 
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Reminders 
for every Record System 


° METAL SIGNALS 
N u -V i S e for Vertical Records 


e METAL SIGNALS 
N u- + iZ for Visible Systems 


28 


28 


8 ; " ; , . No. 
04 09 #O2 O8 06 
“% ” HH,” “%s ” “%, ” “5 ” 


Cellugraf ‘rinse ssnen 


TRANSPARENT __ 
Crim P gra f crimped SIGNALS 
for Protected Visite Cards 


No. 60 No. 70 
Y," Y ” 


Maptacks ror maps aNp CHARTS — 


pegas 


DOT STRIPE Cross 


Free Descriptive Folders Sent on Request 


GEORGE B. GRAFF COMPANY 
54 Washburn Ave., Cambridge 40, Mass. 


. 


ERASERS 


America’s favorite 
pencil eraser is soft as 
a petal... smooth, 
pliable, reliable Pink 
Pearl. Seen on drawing 
boards everywhere — in 
standard or pencil shape. 
Both types remove 
pencil marks cleanly, 
without roughening 

the paper. 


tog mar 
Ss ~~ on, 


Since 1849 


GBERIARD FABER 
pit it ual in wing 


NEW YORK + TORONTO 
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Want to Convert 
Waste Office Space 
into 
Efficiency 
“Contact’”’ Areas? 


PEERLESS CUSTOM 
DESIGNED COUNTERS 
SOLVE THE PROBLEM! 


Here's how to make 
COUNTER ARRANGEMENTS from PEERLESS COUNTER-HEIGHT UNITS 


Step No. 1 Phone your nearby authorized Peerless Dealer. 
Discuss with him your floor plans and counter functions. 


Step No. 2 Together, select equipment units and inserts 
from the new Peerless Counter-Height Cabinets catalog. 
That’s all you need do. 


Step No. 3 These “specifications” are then converted into 
floor plans and elevation views by the Peerless engineer- 
ing division-—-your free counter proposal. 

Step No. 4 Completed counter is installed — ready to im- 


prove customer-contact efficiency ... or inter-departmental 
mass-employee contacts. 


Steps 2, 3 and 4 are easy, if you take Step 1 now. 
Phone your nearby Peerless Dealer. He'll be glad 
to discuss your “contact area”’ problems. 


PEERLESS 


STEEL EQUIPMENT CO. | 


6600 Hosbrook Ave., Philadelphia MW, me. ay 
New York « Chicago * Dallas « Los Angeles — 


56 For More Information From Advertisers Use Readers’ Inquiry Coupon on Last Page 


different kinds of information; it is 
by no means. restricted to our own 
specific needs. Before investing in 
large equipment to do this work, we 
would suggest that a thorough inves- 
tigation be made of the possibilities 
inherent in this simple but efficient 
method. 


Paper— 
(From page 37) 


usage; bristols are quite heavy papers 
or card stocks for use in machine ac 
counting, card records, etc. Onion skin 
is a very light paper similar to bond, 
and used primarily for carbon impres 
sion typing, duplicates, or in work 
where lack of bulk is a major factor. 

These major types, of course, are 
fairly common knowledge to the aver 
age office executive. What is not so 
well known, perhaps, is the factor of 
quality in paper, and why the quality 
factor is so important. 

It is often mistakenly assumed that 
high quality paper is useful only for 
records that must be kept for a long, 
long time, or alternatively for letter 
heads or other external communication 
media, as a prestige factor. But the 
fact is that usage is a deteriorating fac- 
tor for any paper just as time is. If a 
paper or record is to have a compara 
tively short life, but a very active one, 
with much handling, it will usually be 
advisable to get a quality product. A 
paper stock that would be serviceable 
in a file record for a much longer pe 
riod than it is necessary the record ac 
tually be kept might be completely un- 
satisfactory if it were used in constant 
inter-office handling, falling apart long 
before its usefulness was completed. 

Another common error is to equate 
weight of paper with durability. Qual- 
ity is the best guide to endurance—a 
light paper of high quality will gener- 
ally perform as well or even better un 
der all conditions of heavy usage or 
length of time than a heavier paper of 
lower grade. 

The difficulty for the inexperienced 
buyer, of course, is to determine what 
is the best quality paper. This is a 
real difficulty, for although generally 
speaking the higher the rag content, 
the better the paper quality should be, 
with paper made with 100 per cent rag 
content at the very top of the list, a 
great many other factors also enter 
into the manufacture of paper beside 
the basic ingredient. If any of these 
factors are skimped, or are handled in- 
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We also invite a closer look 


The careful buyer looks for flaws in the 
glaring light of day. 

If you have investigated electronic 
data processing for your clerical oper- 
ations and found flaws, we invite your 
closer look in the light of this new 
development from Stewart-Warner 
Electronics: 

New, Desk-Size Data Processing Unit 
This new, all-electronic data process- 
ing unit combines proven large-scale 
digital computer advantages in a ver- 
satile, desk-size package that costs 
little more than the average annual 


wage of four clerks. 

Here is the practical, electronic way 
to automatically handle order process- 
ing, billing, sales analysis, inventory 
control—all routine clerical process- 
ing of data with the highest degree of 
reliability. 

Compact, light in weight, the S-W 
Electronics Data Processing Unit re- 
quires but one-half the power used by 
a toaster—and has even less heat to 
dissipate. 

Want a Closer Look? 
... then let our staff of systems analysts 


For More Iirformation From Advertisers Use Readers’ Inquiry Coupon on Last Page 


help survey your particular data han- 
dling problems...show you how this 
practical and versatile equipment can 
now bring you all the modern econo- 
mies of electronic data processing. 
Write on your letterhead to Stewart- 
Warner Electronics, Dept. 42, 1300 N. 
Kostner Ave., Chicago 51, Illinois. 


FIT] ELECTRONICS 


A Division of Stewort-Warner Corporation 
1300 N. Kostner Ave., Chicage 51, ill. 


= . ae ie 
. ‘i 
a tae ie . j L a. ; ae 5 . ‘ # ae 
: eee abe i ut : iit : bales a | ga +s in _ aa Se aes a dae de 4 ye ; jake: 
— —, eae i rr | eae be ie tae 
t oe age te): = ee 20 oe: ar ee ee, el ‘a 
te ine : ' ; F ad ie ke yi Ve: q ha (Ree : a? a ! 1) 7 ey : ‘ h ae Viet * 7: ies 
Wage 4 ‘bh i oe i ro: i ee ar 4 ? ne : tan ek % ie grr 4 ‘ € 
{ fe * Fs ; & _ ery eis ; ; : ae le i, ei 
hae q ah us iw = = te ‘ ee | Piety, +4 eh > , we Rp Tee 
geet eo ren gen ae a: ea tee | | = ae i) 
Be ae is "Wie Se ek ee aT 1 eee a {eG i tae | a a 
A gee (, er eeae pre: ¥ = at |e "4 ee re i - %, ei 
: eee — A Pa a i Se “ae i) ee, fe | [ane OS af ; , 
hy: ‘ ™ “a La ay ‘ . 2 Bel - «ae on a i \, BS he baa ¢ ee 
ine he im of : : 4 a, it ede ood oy} BD. Pa Be. Ae f He j ee er: ibe. ee ae - 
“jae : 2 “7a tt ’ .% 5 at ian Pa ie Fis gail» 2 : ae a > aah ay eo ee i i © _ 
she - ae aee © : : a. jek Att | Migs BS ba. Bo a ae a) le 
we a “ a : r r 4 fe 3 FF i a ; : Re: i! +f d a a | :: _ * Ear | ee # ie 4 q 7 dis a . i. \ 
‘ he ie aN : wy . <r { t , . ‘— ce a = E: oo) Wits ‘ y “4 : : : 4a , ty } - 
as a ; Bags a eee te get ae 
ae - « r. — ier 5 a 
F, 4 ; s * ~ : 4 :, : ms pan . i : = 3 wae ie a.” E a eal F we pret rae We. ees 
fs a gs ay ; eo . 7 > Be ie ; au = Oi ste ‘ Thad ce itl hui ™ “ F Fas . a BS 
. a oe a , be. ae . = a ae aie id iG h ; 9 in ‘ty a ‘ Ls % ap oa 
. a ‘ , 4 @ a , iota ~ |e Ae ers he 4 a x @ hi 2) ae 
4 a a ar > (_ > : j é :’ ‘ ‘ea = a i hice, a 3 j a " a fis on ; op 
ol ‘ ua j res -*% . > § . ; rane ae » ‘ } Ba id " 4 rs i ae ie 
rs ae Mag a € < es oe a bor eon § oot wee 1) ae 2 
Fd |: ir C2" A K~ and mae Ges 4 & 3 A 4 Lon3 “ot aay jt 
~ ‘ SO” > ee hoe oi * t). Ee ee ie a 
| , ; ae pry pM eR | ee = eh aa ‘ - alles: 
a be [ie — hae | mee F ae - 3 Pf Ea ie 
fe Ltd MeL. ne aan oe ee 
4 sO ré Mes - ¥ 4 eh Pe wee ay 33 vine DY or ae 
ee sid > es, 7 ae wa @ - ae YS ie a ii Bae = 
Bas a ‘ le wae rs} i iff = oe ak. } ae q < ; i i | y ae, | 
: a t ‘ : a ; a . ee ee eee yd led “7 > ae 
cia es Pies ia — ee " / ih Sana - 5 * > Pig ile es chee a = = "4 ° a , : 
ide a + F. ‘ JP | ea <i a ae 7 i > ae t | >on * ee af et 
“ - ‘ wy =| ees a: poet aa — eo rE aa oa |: : 
4 7 a “4 $ 4 i i : ‘ ia “y Sue aa ab ‘o an , —— 7 bert a o eal i] , . “is q ar | a 
a4 ee .) | . TSS ae d \. 2 as ’ pi. — A | ly 
. i |) oe ~*~ . . ae oi age i a h os _ bet. f » RA en ‘ og 
Se J 7 3 : * aR e = oe oy a ‘% oF . ' _ ie zi “— i. 
“ ~ or ~ " .; - i : os» " ‘ me Svc ’ z, ‘nt : ros be ‘ * we i! ’ a « 4 ; : a 
me -i uy ea _ aes | ie af. See a | 
TT es AL oe 
eee ays) d ‘ Tig ia ‘py el a i ad a ody dee 
Ve 5 a A d eS  ) be Le tin " ee, ~! i‘ g < 
Thal a1: E = 7 Ps ; be: > +e ; a es > By phi tag, . ee “ht Oe * i ; ii 
- ae Ce oe 3 —— 
aa . aay § BS im . f ey 2 f ‘ 3 Bt . ail a = 
a 3 ae Dis, ee a 1a or ‘ j aor Pt : mH 
z oats. eS, BEB) ane i ae By! 
or. 5) ba + Le wy ve : Oe + Fain 
wn ae 4 oe fi ». £@ ’ ws ~ ane f 
+ ‘ = , Gal ee Wet vs Nee 
— mye. -" a 
, hae tet 
" é . ; : eae 
et 7 ae 
, = ; an P oe + : a Et i 
. -~ : 4 2 Se seer aoe Sea 24: 
"Z. wl... a Be iz _) | ae ae 
— > - ? - * ‘de. Y . a sl 
Ps ° § ee ae ae aa 
’ : ; ~ ae 
, " = > ~~ - ee om ‘ 
, * ae ne Bee 
; Ber 
; iy 
Fee 
ee ‘at 
“i . 
& 
ee | 
eves | 
eS 
Bre 
STEWART iy Hl. 
ae 
eee “ 
a) at 
7 Ps aie fares : t ee it Pe tieioees Oe GR 4? | rn 7 . [. J) ae ae : s } 


The surest way to get the 
exact paper, inks, carbons, 
sizes you need for office 
reproduction processes is to 


Buy from a Firm 
with a Complete Line! 


Many, many forms are needed 

CONTINUOUS in modern business. But for 

FORMS every situation there is only 

one right type of form to use. 

You can be sure of getting 

this one exact form you need 

HANDYSET by buying from a firm (1) 
ONE-TIME . 

CARBON FORMS that offers a complete line and 

(2) whose salesmen are skilled 

in form-design. 


That’s why it will pay you to 
contact Baltimore Business 
Forms. Our salesmen know 
forms—they’ve designed them 
for leading business houses 
throughout the country. Their 
experience, combined with 
our complete line, is your 
guarantee of the precise form 
you need for your specific 
problem. Write today: there's 
no obligation, of course. 


NCR FORMS 
(no carbon required) 


COUNTER REGISTERS — 
AND FORMS 


Forms for Office Duplication—- Fluid, Offset and Photocopy Processes. 
Automatic Data Processing Machines and Tabulating Machines 


The Raltimore Business Forms Company 


(THE BALTIMORE SALESBOOK COMPANY) 


Saving time and reducing costs in business and industry 


3134 FREDERICK AVENUE 


BALTIMORE 29, MARYLAND 


satisfactory as a product with lesser 
rag content, but more careful prepara- 
tion. The quality of the water used in 
paper manufacture is extremely impor 
tant, as are the various chemical and 
finishing treatments given the product. 

The safest rule to follow is to deal 
with a quality manufacturer, whose 
reputation is your guarantee, or, if 
your paper needs are met through a 
| printer, to make sure first that your 
| 


printer knows the demands that are to 
be made on the products he makes for 
you and, second, that the printer him 
self is reliable. The average office ad- 
| ministrator cannot expect to become an 
| expert on paper qualities, nor should 
| it be necessary, as long as he knows 
the basic facts about paper, and recog- 
_ nizes the quality most suitable for vari 
| ous office jobs. 
| Since one of the crucial points in de 
ciding paper quality for a given job is 
the length of time during which the 
| paper must be serviceable, the general 
rule to follow is to use the highest 
grade attainable for permanent records, 
| or any record which, while not neces 
sarily permanent in itself, nevertheless 
must last a long time, during which it 
will see heavy usage. Records which are 
| not necessarily permanent, and which 
will be in files for most of the reten- 
tion period, can employ slightly lower 
| quality papers. Inactive records which 
| have a very brief life can safely be put 
| on fairly low grade papers. 
This brings up the question: which 
records should be permanent, which 
should have a life period of a certain 
number of years, which can be disposed 
of relatively quickly. These require 
ments will vary to suit the particular 
needs and requirements of every office, 
perhaps, but as good a guide as any is 
furnished by a “Manual of Record 
Storage Practice”, published by the 
Bankers Box Company of Chicago. 


This manual lists for permanent re 
tention: 

Audit reports; balance sheets; case 
records; cash receipt ledgers; check 
registers; corporations filed; documents; 
employee records; expense vouchers; 


invoices, posting copies; journal en- 


tries; job costs, ledger cards; ledger 
sheets; mortgages; payrolls; registration 
cards; vouchers; voucher registers. 


| The same source recommends for 10 


year retention, cancelled checks and 
general correspondence; for seven year 
retention, bill stubs, claims correspon- 


dence, and customers’ orders. 
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| adequately, the result may not be as 
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Hancloome, Clerpul, Prestige Pechage 
® plastic binding § 
creates impact &@ 


...and you can plastic bind : 
right in your own office! : 


ate your own modern 


ings. You can cre 
sound books 


prestige building plastic t 
Every page lies perfectly flat, without 
wasted space, without hidden gutters 
You can do all this at surprisingly low 
in your own office with no skill 


le new GBC 


Now — with this remarkab 
ro 


m you can quickly bind in p 
fessional style your 9wn manuals, price 
lists, presentations — 1m fact, anything 
typewritten, duplicated or printe 


from 1 page to 500 pages You can cost 
bind one book or as many #® you need or experienc e required. The GBC 


when you need them with any system 1s used and approved by 
BC cover material — in your thousands of large and small organiza 


lorful plastic bind tions alike 


syste 


type of G 
choice of striking co 


Now eosier! Now faster! 
omer MODELS 
Now more economical than ever before AVAILABLE FOR 
every size 


OPEeRation 


The GC Hew 
GEB-TRONIC 


Sle. General Binding Corporation 
We 812 W. Belmont Ave. 
ly Chicago 14, Illinois 
Gentlemen Please rush me without 
r me wi obl 
Free Book, “Manval of Modern Sune unaieeee 


Leaf Binding.” | om int 
: erested in how plost 
ing can be beneficial to my business aa cae 


Nome 


Mai! Postage Dita Air Meni 
/ 
Card Today For Free Book 


“MANUAL OF MODERN PLASTIC 
AND LOOSE LEAF BINDING” 


Organization 


Address 


City 
lone Stote 


Offices in all 
principal citie: 
sin the U.S. A, Canada, Mexico and Evropeon Count 
reese 
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FOR YOUR BUSINESS THIS 
MODERN (7/) PLASTIC BINDING 


© It's Prestige Building « It's Economical 
© It's Versatile © It's Distinctive 
IT'S LOOSELEAF AND INTERCHANGEABLE 


The same punch holes used for 
GBC Plastic Binding also fit 
GBC metal looseleaf binders. 
These handsome binders are 
available in a complete range 
of sizes up to the new "MR. 
BIG" 1%" diameter. 


DATA 


[The GrBico nor 
a Bees 


Tae wien hd ae 


FIRST CLASS” 
Permit No. 36621 

(Sec. 34.9 PLAR) 
Chicago 14, it 


Vie Ale Malt 


BUSINESS REPLY CARD 
Ne postage stamp y if mailed in the United States 


5¢ postage will be paid by 
GENERAL BINDING CORPORATION 
812 W. Belmont Avenue 
Chicago 14, Ill. 


Use this Postage Paid 


FOR YOUR 
FREE BOOK 
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Five year retention is recommended 
tor bills of lading; inquiry, quetation, 
and gollection correspondence; credit 
reports; AVOICES, salesmen’s reports 
and card records. 

Another area in which efhice admin 
istrators are sometimes confused by the 
specialized terminology of paper lies in 
terms of the “substance numbers” by 
which various papers used in the office 
are designated. (The bonds, ledgers, 
bristols and onion skins are denoted 
by substamce numbers; papers used in 
book and magazine printing are desig 
nated by “basis weight.) Actually, 
substance number refers to the weight 
of one ream of paper (a ream is 500 
sheets) in the standard production size 
sheet of 17 by 22 inches. The most 
common bond substances are 13, 16, 
20, and 


‘ a 70 
comes in substances 7 and 9. The 


24, while onion skin usually 


higher the number, the heavier the 
paper, of course; ledgers have sub 
stance numbers running from 24 
through 36; and bristols are available 
in substances 43, 53, 67, and 82. 

As mentioned above, the standard 
size sheet for bond, ledger and onion 
skin paper is 17 by 22 inches. It is 
trom such sheets that the familiar 8! 
by 11 letterhead sheets are cut. But the 
17 by 22 inch dimensions are most im 
portant to the office administrator, not 
in their relation to letterhead size. 
which is standardized, but in relation 
to forms and papers of odd sizes which 
he may have made up for individual 
uses within the office. Obviously it is 
possible, if the standard sizes are kept 
in mind, to plan form dimensions to 
get the maximum use of paper w ithout 
waste. Thus, for ledger paper, three 
standard size sheets are available: 17 
by 22, 17 by 28, and 19 by 24. Forms, 
for the most economical use of paper, 
should be planned in dimensions which 
make the least wasteful use of paper. 

Obviously, no office person charged 
with general responsibilities can or 
should become a paper expert. What is 
wise, for him and for his firm is that 
he learn some of the basic working 
facts about paper, its qualities and 
uses, what the terminology used to 
denote various types of paper means, 
and what quantities and sizes are com 
mon in the industry. Equipped with 
this information, the office executive 
will be able to buy the proper paper 
for each of the various jobs in the office. 
And buying the right paper for each 
job is always an economy in the long 
run. 
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With a handy little Pitney-Bowes 
Folding Machine, one girl can do all 
your office folding quicker 
than a whole group of girls 
can hand-fold. Think of it, 
next time you see a tedious 


your pocket! ~ 
The FH is small, light, can 

be moved around easily, andcan “Sy 

handle many kinds of folding jobs. 

Anybody can easily operate it- 

and it costs less than a typewriter! 
Electrically driven, with semi-au- 

tomatic feed, it can double-fold 84 by 

11 inch sheets at speeds up to 80 per 

minute. With automatic feed (optional 

at small extra cost), it is even faster. 


Move two knobs on inch scales to fold widths 
wanted—and the FH is ready to gol 


PITNEY-BOWES 


Folding Machines 


— 
a 
Made by the originators of the postage 
PB) ’ 
{ U meter 94 branch offices, with 
— 
_ 
~~ 


service in 289 cities in U. 8S. and Canada 


See our exhibit at National Business Show, N. Y. Coliseum—Oct#. 15-19. 


For More Information From Advertisers 


irl can 
do all your folding! 


folding job being done, and ' 
order a Model FH. The time 3 
it will save is money in 
me 4 
‘ 


This folder costs 
less than a typewriter! 


The FH makes eight different folds, 
handles sheets as small as 3 by 3 
inches, up to 8% by 14 inches... in 
most weights and finishes. It even 
folds sheets stapled together! 

For a demonstration, call the 
nearest Pitney-Bowes office. Or send 
for free illustrated booklet. 


Ss 
The larger Model FM, 


fully automatic, folds up es ap 
=! 


10 19,000 sheets an hour, ~ 


Pitwey-Bowes, Inc. 
2914 Walnut Street 


Stamford, Conn. 


Send free booklet on Folding Machines to 
Name 

Firm 

Address 


Lewwee 
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ABC PUBLICATIONS 


ARE 


INVITED AND PAID FOR! 


AN AUTOMATIC CHECK 
ON EDITORIAL SERVICE 


An ABC PAID publication can never rest 
on its laurels. The fact that it achieved 
PAID status because it offered a vital serv- 
ice is not enough. It has the ever continuing 
obligation to be of indispensable value to 
its readers because they will renew only if 
the publication continues to serve their 
needs. The result is an automatic self-polic- 
ing formula of value for both reader and 
advertiser. PAID circulation demands high- 
est editorial service — and highest editorial 
service commands paid circulation! When 
you advertise in an ABC PAID circulation 
paper, you now you are reaching readers 
who pay~—and reader interest that pays off! 


When readers PAY...advertisers get 
reader interest that PAYS OFF 


9 


a 
° 
2 

+) 
s 
Curca* 


This symbol inticates a reader audi- 
ence that has responded to a publica- 
tion's editorial appeal. . . by willing- 
ness to PAY for it. With the interests 
of readers thus identified, at becomes 
possible to reach specialized groups 
effectively with specialized advertis- 
ing appeals. 


ABC PAID PUBLICATIONS 
GIVE YOU THESE FACTS: 


How much paid circulation. 

How much unpaid circulation. 

Prices paid by subscribers. 

How the circulation was obtained. 

Whether or not premiums were used as 

circulation inducements. 

@ Where the circulation goes. 

@ A breakdown of subscribers by occupa- 
tion or business. 

@ How many are in arrears. 


OFFICE MANAGEMENT has the larg- 
est ABC PAID circulation, by far, in 
the specialized office field—more than 
23,000 as of May 1956. Management 
Executives concerned with office admin- 
istration pay to receive OFFICE MAN- 
AGEMENT because they need it and 
want it. They are the men who initiate 
and okay the billions of dollars of ex- 
penditures for all office equipment, 
services and supplies 


foxes 212 Fifth Avenue 


OFFICE MANAGEMENT 


The Magazine for Management Executives 


New York 10, New York 


OFFICE MANAGEMENT 
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The OFFICE | 
with a FUTURE 
is Equipped with 


PARTITION-ettes® 


.. it is classic-modern in appearance 


... it is tailor-fit to present needs. . . 
yet limitlessly flexible for expansion 


... it encourages the neatness and 
efficiency that insure progress 
and growth 


From a single inventory of Arnot 


components, you can select 
PARTIT ON-ettes ond Modulor 
Furniture, OFFICE-ettesff, 
conventional desks and tables, 


conference and overhang 


all in genuine walnut or steel. 


Sponsors of 
A NEW WAY 
OF LIFE 

IN THE OFFICE 


on fone i k ARNOT-JAMESTOWN DIVISION 
5 Aetna Steel Products Corporation 
Jamestown, New York 
Gentlemen: Dept. 106 


Write for colorful Brochure 
entitled "A New Way of 
Life In The Office”, 
illustrating use of Arnot 
PARTITION-ettes and 


furniture components 


I'd like to know more about the Arnot furniture components 
@nd PARTITION-ettes and receive literature 


OO ——— ee i 
FIRM NAME __ 
ADDRESS ............. 


CITY lo | | 
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— HE science of Records Control has taken great strides in 


a HIGHEST making active records filing an efficient operation. 
EVELOPMENT Another great step forward is the design of ESTEY OPEN 
D SHELF FILES which complements the most skilled system 
by holding twice the number of active records in the same 


floor space ... stated conversely, all the existing active records 
in half the floor space! 


“The Kstey Speceman” it is less expensive. It is faster, and more (not less) acces- 
sible. No doors, no drawers to slow down the filing operation, 
when Estey Open Shelf Filing is used! 


For illustrated treatise on how Dealer Information 
you can double your File Depart- Available 
ment capacity, write Dept. M 


- BSTE 350 BROADWAY 


‘ 2-9 NEW YORK 13, N. Y. 
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3 true photocopies in a minute 
— 3 times as fast as before — 


with the new HIGH-SPEED DRI-STAT 


New you can make three accurate, transfer-type 
photocopies every 60 seconds 


three times as fast as ever before. 


Dri-Stat engineering has developed a practical, 
efficient, high-speed photocopy printer and 
combined it with exclusive “Auto-Feed” processing 
that takes the paper from your hands and 
automatically processes it at precisely the correct 
speed and in perfect registration. 


For large-volume photocopy users, the new 


High-Speed Dri-Stat gives much lower photocopy 


costs with no sacrifice of quality, Paper waste 
is eliminated. Trained operators are not required. 
Like all Dri-Stat machines, High-Speed Dri-Stat 
copies anything better ... pencilled notations, 


halftones, colored inks, forms, charts, etc. 


With the High-Speed Photocopyer, 

you get all of the regular Dri-Stat 
features, too... “Bright-Light” 
operation for any location in your office; 
such simple design that anyone becomes 


a photocopy expert after brief instruction 


Fill in the coupon below to see how 
the High-Speed Dri-Stat can reduce the 
clerical load in your office and 


save you moncy, too 


oe ee ee eee ee eee ee ee ee ee ee ee ee eee 
Peerless Photo Products, Inc., Shoreham, Long Island, N. Y. 


| should like to know more abeut your High-Speed Dri-Stet Photocopy 
process, Please send me your catalog 


| should like to see the Dri-Stat operate in my own office under 
my normal office lights. Please have your nearest distributor 
call me for an appointment 


Nome 
Company 
Street 


City Zone State 
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VICTOR VISIBLE PRODUCTS 


ee \ 


} 
H 
| 
; 
t 


VICTOR 
SECTIONAL VISIBLE 


Available for 5x3, 6x4 and 8x5 cards 
Approximately 50 record cards per 
section. Add the sections you need as 
your business grows with no “time out” 
for record expansion. Ideal for inventory or 
stock control, sales or purchase records. 
Colored Victor signals help keep important 
“follow-up” information before your eyes. 


VICTOR RECORDEX 


Handy visible records in a durable pressboard folder with identifying 
index tab in center position. Perfect for record summaries or 
department records. Available with removable or fixed visible pockets. 
Folder tabs may be indexed with any information and folders filed 
neatly in any letter size drawer. Twenty pockets in each folder. 


You'll save time and money 
in your office when you 
put these Victor Visible products 

to work for you. A full line of 
Victor stock card forms are available 
to cover almost every type of record. 


VICTOR BOOK VISIBLE 


Practical, portable visible records for 5x3, 6x4, 8x5 and 8x6 cards. 
Attractive leather-like vinyl cover stands up through wear and 

tear. As many as 118 records in 5x3 book. Ideal for records you 
keep in your desk or in your briefcase. Pockets can be shifted, moved 
or removed. Colored signals keep your eyes on important information. 


Complete information —in 

a hurry will increase your office 
efficiency. Take time now to 
start saving time and money. See 
your local Victor dealer. 


315 FOURTH AVENUE - NEW YORK 10,N.Y. 


OFFICE MANAGEMENT 
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OUIET is the Way 


to Office Efficiency 


In the S. S. Jacobs Co. offices of Jacksonville, the Acousti-Celotex 
Sound Conditioning installation includes Acousti-Celotex Celotone®, 
and Acousti-Celotex Perforated Mineral Fiber Tile on the Acousti- 
Line” Suspension System. As is the case with all Acousti-Line instal- 
lations, access can be gained immediately to the area above the 
ceiling for servicing utilities. This installation is unique in that the 
Acousti-Line panels are perforated, and conceal air diffusing units 
without the need for separate exposed ceiling outlets. The entire 
Independent Life and Accident Building, in fact, is Acousti-Celotex 
Sound Conditioned with incombustible tile 
Effective Solution—In thousands of offices in America’s modern 
buildings you'll find Sound Conditioning by Acousti-Celotex. These 
are offices where employee productivity and morale are at a peak 
for routine noises of machines, phones, and traffic have been ef- 
fectively arrested by sound-absorbing ceilings of Acousti-Celotex Tile 
Maintained Easily— Acousti-Celotex Tile has high sound-absorption 
value, is quickly installed in existing buildings or during new con- 
struction, needs no special maintenance. Its attractive surface can be 
washed repeatedly and painted without loss of sound absorption 
This Costs You Nothing— You do not pay one cent for the most 
important part of Acousti-Celotex Sound Conditioning—30 year 
of sound engineering expe rience —e ceiling construction of 
countless different types. Mail Coupon Now for a Sound Condi- 
tioning Survey Chart that will bring you a free analysis of the noise 
problems in your offrce, plus a free factual booklet, “Sound Con- 
ditioning for Office Workers.” No obligation. 


S. S. Jacobs Company office in Independent Life & Accident 
Bidg., Jacksonville, Florida, showing Acousti-Celotex Sound Con- 
ditioning installation. Architect: Kemp, Bunch & Jackson, 


cousti-(ELoTEX 
— 


Products for Every Sound Conditioning Problem—The Celotex 
Corporation, 120 5S. LaSalle St., Chicago 3, Illinois © In Canada: 
Dominion Sound Equipments, Lid., Montreal, Quebec. 


sus dedi Mail Today! 
The Celotex Corporation, Dept. 0-106 
120 S. LaSalle &t., Chicago 3, Illinois 
Without cost or obligation please send me the Acousti-Celotex 


Sound Conditioning Survey Chart, and your new booklet, “Sound 
Condinoning tor Othce Workers 
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Office building designed 


from “inside out” 


Sovon-to-open home of Behr-Manning Co. embodies new 


planning principle: accents function first 


A MAJOR ofhce building constructed 


on the relatively new principle ol 
designing a building from the insice 
out im terms of interior tunctions 
around which an architectural shell 1s 
wrapped will open shortly in Water- 
vliet, N. Y., when office employees ol 
tehr-Manning Co., a division of the 
Norton ( ompany, move inte their new 


two-story office building there. 

Designed by Kenneth Ripnen, of 
the Kenneth H. Ripnen Co, New 
York architectural firm, the building 
from its conception has been designed 
according to the principle of determin 
ing function first, and then designing 
in terms of the most efficient method 
of carrying forward the work to lb 
conducted within it. 


Former oflices studied 


Thus, the genesis of the new build 
ing was a physical survey carried out 
by the Ripnen organization of space 
and equipment in the present Beli 
Manning ofhces. Detailed blueprints 
were made of the organization of the 
office in terms of work flow, space al 
lotments, department placement, ete. 


Followin,s this, a tabulation was made 


Architect's drawing shows exterior 
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of present and projected Behr-Manning 
office organization, personnel, and 
equipment to disclose the functional 
details concerning the location of de 
partments and individuals, and incor 
porating information on ofhce routines 
ind frequency of necessary outside con 
tacts for various office workers. 
Following this, general office, private 
office and special area space allotment 
standards were recommended by the 
architectural firm to the company. 
After approval, these re ommendations 
were reconciled with the tabulation of 
the organization in order to complete 
the program for planning the new 
office layout, and to determine just 
how much total office space would be 
needed to incorporate all the company’s 
functions at the recommended space 


standards. 


Only after this step was taken, was 
the design created for the building 
itself, 


Following this, the architects then 
submitted preliminary schematic lay 
outs in accordance with the informa 
tion obtained from their survey work, 


and program for planning, showing 


various alternatives of the office space 


of new Watervliet, N. Y.. offices of Behr-Manning Co., a division of Norton Co. 


layout in consideration ol departmenta 


work flow and traffic circulation. From 
these layouts, agreement was then 
reached on the one best office layout 
plan. 

The fina! design stage was reached 
when, alter completing the “one best 
schematic layout, the detailed arrange 
ments of desks, files, machines, steck, 
and private offices were studied in 
order to prepare the final ofhce layout 
showing departments, equipment, and 
even the names of the particular in 
dividuals who were to be assigned par 
ticular space. 


50,000 sq. ft. of space 


\s the building under the new con 
cept of function first, design second. 
is now taking final shape, it is a fully 
air-conditioned structure containing 
50,000 square feet of space. EF! shaped, 
the structure has general offices and 
private offices for middle management 
personnel on the first floor, offices for 
the company § principal exccutives, 
board room, dining room, conference 
rooms and another general office area 
on the second. 

On the east and south sides of the 
first floor of the building, rows of 
twenty-five 10 and 20-foot wide private 
ofhces are located within 20-foot bays 
with two windows to each bay, under 
the final schematic plan adopted. On 
the west and north, the general office 
area, 35 feet wide, extends the ful! 
length of the main building and wing 

Uniform sized executive offices are 
a feature of the second floor plan. The 


board room is 25 by 40 feet, while the 


(To page 118) 
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National Business 


new Coliseum: 


“AUTOMATION 


dramatized by a 


PERSONIFIED, 
preview of tuture 
office equipment, will be the theme ot 


the 53rd Annual National 


Show, to be held from October 15th 


, 
2USINGESS 


through October 19th at the Coliseum 
n New York. 

A “Theme Center’ will be set up 
on the second floor of the building 
showing viewers a model of the office 
of 1970. Designed by J. Gorden Carr, 


one of the countrys leading office 


irchitects, the office will show ma- 


hines of the future such as TV-tele 


} 1! ! 
hones which will enable one to see 


, ;, . : 
ind talk simultaneously: microfilm 


readers with telephone-ty pe dials: an 


mi ‘ nt | | - { ) 
iventory ontrol chart designed t 


give the office manager complete con 


trol and instantaneous knowledge ot 


\ \ 
ti changin tus ol critical com 


| 


nodities: a nicroilm hile controlled 


”y a robot master microhlm unit: a 


photo facsimile transceiver through 


j 


which all internal communications 


Th , 
will be sent and received by means o 


OCTOBER 1956 


Show to be held in New York at 


in electronic control mechanism, and 
audio visual equipment, consisting of 
sound machine, light projectors and 
record players. 

No office would be quite complet 
without a typewriter, and the ofhce o! 
the future, too, will have one of a 
specialized type The 1970 typewriters 


may not differ in appearance from 


today’s models but they will feature 


complete accuracy ol both 


interchangeable type slugs, and will be 


both electric and electron 


Aris 


The innovations shown in the theme 
enter will represent the most exoti 
he items on display More than 


300 manutacturers are scheduled to 


exhibit office machines and supplies ol 
the three floors the Show will OCCUPY 
The 391,500 


square leet of space pro 


ided by the ¢ oliseu n, said to | the 
largest exposition 


world, makes this exhibition possible 


building in the 


TI "Wf "| ‘ ' 
18 Will (be tne laryes number of 


’ 


nanufacturers to exhibit at the show 


since its inception in 1904 


many new products to be shown 


One of the highlights of the Business 
Show will be the presentation of the 
National Sales Executives’ Distin 
guished Salesman Award, A “Victor 
statuette will be given to the best sales 
Show, 


time an award of this kind has been 


man at the marking the first 


presented at an exposition The win 


1! 
ner Will 


receive the award at a dinner 
sponsored by the Sales Executive Club 
to be held at the Waldorf Astoria in 
February, 1957. In addition, the Na 
tional Business Show will provide th 
winner with a seven-day expense-paid 
ir p tor two to Nassau 
Another “first the Show 
the provision of an Exhibitor 
tor use by exhibitors and their 
I he room wl be lo ited on the 
floor ol 
is the | nited Nations 
The National Business Show 
owned by the Office Executives Ass 


ation of New York and is run a 


the Coliseum and ce 2 


, 
,oom 


non-proht enture Its purpose 16 


acquaint more than 100,000 executive 
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from all parts of the country with the 
latest developments and advancements 
in office equipment so that job per- 
formances can reach a more efficient 
and productive level. 


New at the Business Show: 

Following is a sampling of the many 
important machines, services, and 
other office items expected to be on 
display at the National Business Show 
this year. Manufacturers were asked 
to submit pictures of products never 
before exhibited at a business show, 
never previously exhibited in the New 
York area, or introduced since the 
1955 National Business Show. 

The list is by no means complete. 
This can be explained by (1) lack of 
space in the magazine, and (2) the 
fact that a number of manufacturers 
were undecided at press time as to 
what products in the above categories 
they would actually exhibit. 

The pictures which follow, then, 
may be taken to indicate the wide 
range, rather than a complete index, 
of activities being pursued by office 
equipment manufacturers in the effort 
to make their products more and more 
helpful to those who work in the na 


tion's ofhices, 


King Size Autographic Register 
Atlantic Register Co., Industrial 
Center, Waltham 54, Mass., is offering 


its Grant Reyister, which features an 


w, 


automatic Carbon Shitter, is capable 


of holding 1,250 forms in one loading, 
and can be readily moved from place to 


place. (S-1) 


Electronic Bank Posting Machine 
The National Cash Register Co., 

Dayton 9, Ohio, will demonstrate the 

Post-Tronic, which “reads” magnetized 
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laminated acetate sheets suitable for 
marking with erasable china crayons. 


(S-4) 


Redesigned Office Typewriter 
Paillard Products, Inc., 100 Sixth 

Ave., New York 13, announces that 

its redesigned Hermes Ambassador 


spots on the backs of business forms 


so that it can automatically perform 


such operations as verifying proper 


account selection; picking up = and 


verifying old balances, determining 


“good” or “overdraft” status; picking 


up, adding, and verifying trial bal 
ances; and other functions. (S-2) 


has such features as adjustable auto 


matic introduction of paper, electric 


Wide-Throat Photocopier 
Copy-Craft, Inc., 105 Chambers St., 
New York 7, is displaying a new ver 


carriage return and line spacing, five 


different line spacings, and automatic 
sweeping away of eraser dust. (S-5) 


Hot and Cold Beverage Dispenser 
The Ebco Mfg. Co., 265 N. Hamil 
ton Rd., Columbus, Ohio, will exhibit 
its Kelvinator Hot ‘n Cold Beverage 
Center, which furnishes both cooled 


sion of its Copy-Cratt photocopier. It 


has a 14-in. throat and an adjustable 


light source designed to use either 


regular spe ed negatives or low-sensitiy 
ity negatives which can be used under 


fluorescent lighting. (S-3) 


Sales Control 


Itlas 

American Map Co., Inc., 16 E. 42 
St. New York 17, is exhibiting its 
Executive Sales Control Atlas of the 
United States and Canada, a 182-page 


volume with pages sealed between 


water for drinking and hot water for 


making instant beverages. It has a 


refrigerated Storage compartment as 


well. (S-6) 


futomatic Letter Writer 


\ddressograph Multigraph Corp., 
1200 Babbitt Rd., Cleveland 17, is 
showing _ its Addressograph Model 
1938 Letter Writer and Printer, which 


prints a complete letter on blank paper 


in one rua, including name, address, 
salutation, letterhead (in color), date, 
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text, and signature. The company will 
also show its Accra-Feed Collator 


Model 650 and other products. (S-7) 


Motorized Microfilm Reader 
Recordak Corp., 415 Madison Ave., 

New York 17, 

Model PM-1 


tures a wider 


is exhibiting its new 
film reader, which fea 
screen (14 in.) and a 


23 to 1 magnification lens designed to 
make possible the reading of legal-size 
forms without 


using a se anning 


mechanism. (S-8) 
Vertical Copying Camera 


Robertson Photo-Mechanix, Inc., 


7440 Lawrence 


pects to 


Ave., Chicago 31, ex 
present its new Robertson 
Twinkle camera, designed to use film, 
xerographic plates, and other sensitized 


materials. Because of its compact ver 
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tical design, it requires a floor space 


of 30 in. by 30 in. (S-9) 


Plastic Binding Machine 
Plastic Binding Corp., 732 S. Sher 
man St, Chicago 5, will show two 


hand-operated machines used in plastic 
binding: the binding machine shown 
here, and a companion punching ma- 
chine, both designed to handle mate 
rial up to 12 in. long and 1% in. thick. 


(S-10) 


Cost and Payroll Recorder 

Simplex Time Recorder Co., Gard 
ner, Mass., is showing its Model KCI 
Cost and Payroll Recorder, for record 


ing employees’ time on cards or paper 


of any size, with printing in two 


(S-11) 


‘ olors. 


Combination Photoc opy 
Diazotype Unit 
America, Inc., 320 


Broadway, New York, announces that 


Photorapid of 


its Photorapid photocopiers can now 


be used to make transparencies tor 


reproduction, 
Diazo copies cost about 2 cents each 


inexpensive diazotype 


for letter-size material. 


lutomatic Ten-Key Calculator 

Facit, Inc., 404 Fourth Ave.. New 
York 16, is introducing two new 
Swedish-made calculators, featuring 
redesigned exteriors and internal me 


chanical improvements. Shown is the 


fully automatic Model CAI-13. 
CSIL-13, a semi-automatic 


Model 
machine, is 
similar in appearance, ($-13) 
Shelf-Type Filing Cabinet 

Charles J. Lane Corp., 105 Cham 
bers St.. New York, is exhibiting its 
Visi-Shelf units, designed to provide 


the compact filing offered by shelf files 


and at the same time to protect files 


from dust by the use of closed cabinets. 


(S-14) 


Readers wishing to request fur- 
ter information on 


products 
shown on these pages may do so 
by using the inquiry coupon on 
page 124. 
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New at the Business Show howing its Flexowriter Duplex auto 


(Continued ) natic writing machine, which types 

etters and documents at 100 words a 

lutomatic Typing Unit minute under the automati ontrol ol 

; (American \utomats T ypewriter pun hed paper tape 1} ipanv will 


Co., 2323 N. Pulaski Rd., Chicago 39, 


is introducing its Model 5630 Selector 


~ 


also show the Ko 


cra, a high speed electron isting unit 


le signed lor us nh prepariny dire tory 


listings for the press. (S-17) y 
= 


Printing Calculator With a “Memory” 


Olivetti Corp. of America, 580 Fifth “blind” records become visible. <A 

Ave. New York. will feature the light spring, thin enough to pass over 

Tetractys electric printing calculator a typewriter platen, is attached to th 

ae with two registers and “memory” al backs of file cards, holding them apart 


sufficiently that top lines can be read 


without touching the cards (S-20) 


Travel Expense System 
Traveletter Corp., 22 W. Putnam 
Ave., Greenwich, Conn., is exhibiting 


for the first time its long-established 


Auto- Typist, built to operate any elec 
tric typewriter, and providing 30 push 
buttons for automatic selection of 
letters or paragraphs from previously lowing it to periorm sequences ol com 
prepared record rolls. (S$-15) bined operations automatically, includ 


ing short-cut negative multiplication, 


Flat-Bed Photoc opie) automatic retention of a constant mul 
American Photocopy Equipment tiplier and a constant dividend, ete. 
Co,, 1920 W. Peterson Ave., Chicago (S-18) 


Continuous Xerographic Printe 
The Haloid Co., Rochester 3 N. = 
is presenting its XeroX Copyiflo No. | 


Continuous Printer, designed to re 


produce roll microfilm or original 


oo ; ; eetiteons 
documents (opaque and_ translucent) lraveletter system for the convenien 


handling of reimbursements to travel 


ing men for their expenses while on 


the road. (S-21) 


Portable Microfilm Camera 
Diebold, Inc., Flofilm Div., Box 127, 


Norwalk, Conn., will present its new 


Floilm 9600, a motorized portable 
6, will show its newest photocopier, 


the Apeco Panel-Lite Copier, a flat-bed 
machine capable of copying pages from 


hound material (S-16) 


lutomatic Writing Machine 
Commercial Controls  ¢ orp., | 


Leighton Ave., Rochester 2, N. Y., is 


continuously by means of the xero 


graphic process, at sizes trom 50 to 


200 per cent of the original, (S-19) 


Visible Record System microhlm camera weighing 20  Ibs.. 


Wassell Organization, Inc., West using magazine-loaded film. The unit 


port, Conn., is offering the new Spring is priced “well below $1,000." ($-22) 
Dex system by which otherwise (To page \09) 
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4 Monthly Feature 


Tools of the Office 


Intercommunications Equipment 


Dictating and Transcribing Equipment 


by Robert Beeman 


Rapid communications between offices continues to be vital in helping manage- 


ment make the decisions it has to make quickly and accurately, On these pages 


are shown a number of units typical of the variety of equipment now offered to 


fill this need. Most of the equipment shown has been introduced in the last vear. 


il ; 


: 


Above: A wall-type Auth telephone 
with loudspeaker. At right: a demon- 
stration of a current trend of im- 
portance—the use of dictation facil- 
ities in conjunction with intercommuni- 
cations systems. (Picture by courtesy 
of Federal Telephone.) Next below: 
two cabinet-type desk units. The Talk- 
A-Phone model at the left has a voice- 
actuating feature that permits it to be 
used without touching the controls; at 
the right is a new RCA model. Bottom 
row: two Mark Simpson units. At the 
left is a “wireless” model, which uses 
existing electrical lighting circuits in 
lieu of special wiring; right, a wall- 
mounted staff station suitable for use 
with direct-wire systems. 


\® 


THE COMBINATION of = dictating 


equipment and intercommunicating 


equipment in one article is not as 


unnatural as it may first appear. Both 


exist to facilitate communications be 


tween individuals and between offices 


It is true that in its most natural use, 


dictating equipment does not carry a 
g F ; 


message directly trom one party to 


another, but serves instead as an inter 


| mediate step in getting it from mind 


to paper. Yet it is a part of a commu 


nications system, and, in fact, it is 


becoming more and more common to 


| 

| 

find dictated records, in one form or 

| another, transmitted directly to their 
destination, without having their con 
tents transcribed by a typist. 

\s a message-carrying agent, the 
dictating machine serves much the 
same function as any intercommunica- 
tions system. It differs in that it pro 


vides a more or less permanent record 


of the message, whereas most intercom 


systems do not. It differs also in that 
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Telephone-type stations are used in 
many of today’s intercom systems, 
Shown here are three typical designs. 
(Pictures by courtesy of North, Kel- 
logge, and Automatic Electric.) 


it is usually slower than most intercom 
systems. But the general purpose of 
both types of equipment is to provide 
a nfeans by which information can be 
got from somebody to somebody else. 

This fact probably explains, in a 
general way, the fact that dictating 
systems are now, more than ever, be 
ing linked to intercommunicating sys 
tems in the purely physical sense. Man 
ufacturers of dictating equipment point 
out that their products can be joined 
together by means of intercom facil 
ities to create network dictation sys 
tems in which a number of remote 
dictating stations transmit to central- 
ized recording units. On the other 
hand, makers of intercom systems are 
quick to show that their equipment is 
suitable for use in centralized dictating 
systems. 
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This increased compatibility of sys- 
tems is not only a fact of present com- 
munications practice. It may also be 
regarded as one more symbol of the 
increased versatility being built into 
office equipment of all types. It is one 
more measure of the degree to which 
the principle of flexibility both in 
equipment and in systems—has come 
to be recognized as a basic requirement 
in meeting the constantly varying con- 
ditions of today’s world of business. 

It is, further, another indication of 
the emphasis being placed on apply 
ing all possible mechanical and elec 
tronic aids for the purpose of speeding 
and simplifying business practices. It 
represents, at the same time, an in 
creased recognition of the importance 
of communications as an agent ol 
decision a growth that has been 
symbolized in other ways by the vast 
increase in the number of records and 
papers created, transmitted, and main- 
tained in today’s offices. 

Apart from this general introduc 
tion, the subject of specific trends in 
the use of dictating and intercommu 
nications equipment will not be treated 
here. Neither will there be any ex 
tended discussion of the advantages 
and disadvantages of any particular 
type of equipment. These subjects will 
be taken up in more detail in the Year- 
book Issue of Office Management, 
which will appear in the spring. 

Rather, in keeping with an approach 
initiated several months ago, this 
month's “Tools of the Office” section 
contains a more detailed listing of the 
types of products currently on the mar- 
ket, with pictorial emphasis on those 
which are new since this subject was 
last covered in the mayzine. 

However, by way of introducing the 
two main categories, certain main types 
of equipment will be described in a 
general way, in order to climinate 
certain repetitions within the manu 
turers’ list. 


Intercommunications Equipment 


Intercommunications equipment is 
treated here as a rather broad category. 
The bulk of the items listed are of 
the type used to carry spoken messages 
from place to place within a building. 
In addition, however, the list includes 
paging systems, by which information 
may be signaled by light or audible 
code signals, and certain specialized 
equipment, such as machines for trans- 
mitting material by the facsimile meth 


od or by “electronic longhand,” and 
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teletypewriting and some types of 
pneumatic tube systems, 

Three basic classifications have been 
used, and these cut across the cate 
gories described in the foregoing para 
graph. These classifications, in gen- 
eral, indicate the size and complexity 
of the systems included in them. They 
are: 

Direct-wire or direct-line equipment. 
Units in this category are intercon- 
nected by wires leading directly from 
one to another. Equipment so charac- 
terized is, for purely practical reasons, 
relatively simple in scope. In its sim 
plest applications, a direct-wire inter 
com system may consist of two stations, 
wired directly to each other. This 
arrangement calls for one main line 
between them (although this may con- 
tain two or three wires). While one 
such connection is sufficient for two 
stations, three are required for three, 
six for four, ten for five, fifteen for six, 
twenty-one for seven, and so on, with 
an ever-increasing number of lines in 
proportion to the number of stations. 

Obviously, a point is reached at 
which it is impracticable to try to con 


Larger private telephone systems us- 
ually operate through a switchboard, 
which may or may not be monitored 
by an operator. This is a new auto- 
matic switchboard made by DuKane, 
which can be used with from 50 to 


200 individual telephones. 
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Paging systems are often used to reach people moving 
throughout a building. Systems like the Line Electric units 
at the left employ code calls which, depending on the equip- 
ment, may sound on bells, buzzers, chimes, and the like, 


nect all stations in a system by direct 
lines. Thus, direct-wire equipment is 
used where installations are not too 
large. Rarely is it used when more 
than twenty-four stations are to be 
connected to each other. 

However, it should be observed that 
there is no theoretical limit to the 
number of stations in such a system 
if it is not necessary for each station 
to reach all others. A six-station master 
unit, for example, could be intercon- 
nected with another such unit, with 
them coni:*cted to a separate 


of stations. Messages in many 
cases would then have to be relayed 
from one station to another. 


MW he Nn 


certain $size, therefore, it is usually de 


a system expands beyond a 

sirable to connect each station in it to 

a central switchboard. A great deal 
not to say contusion 

is thereby eliminated. In practice, tele 

phone companies often provide this 


type of service within a company, using 


switchboards monitored by an opera 
tor, Si } 


of equipment falls 


public utilities, it 


low. Similar equip 


} 


ment, however, is available from other 


sources. Some of it employs monitored 


switchboards, while some of it uses 


automat swit hboards, lor which no 


operator is required, 
itegory is represented by 


led “wireless” type of equip 


ment This adjective refers to the 


Tact 


that no special wiring is called for. 


Instead the ordinary electric 


ling for its lighting can 


wiring 
used in a buil 


serve to transmit signals Irom one 


point to another. Wireless equipment ts 
; ' 
designed to plug into ordinary light 


outlets, and no other wiring is re- 
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quired. It is possible to take advantage 
of this fact to make the equipment 
inexpensive to install, and easy to move 
from one place to another. 

While such equipment is often em 
ployed lor the same purposes as 


ordinary intercommunications, its port 


} 
ability is sometimes used as a specif 
advantage in that workers who must 
move from place to place within a 
building can carry a lightweight unit 
with them and plug it in wherever 
they are 


working for the moment. 


This, of course, very much reduces 
the quantity of equipment needed to 
provide them with adequate commu 
nications. 

One disadvantage of the wireless 
principle, however, is that iny and al! 
stations adjusted to the same ire 
quency can hear all conversations on 
it. Some units offer several different 
operating frequencies, in order to re- 
duce confusion if there are a number 
of parties “on the line However, 
the system promises no privacy ol ny 
sort, whereas privacy can be obtained 
from the other types of equipment 
mentioned above. 

This fact, however, can be 
vantage when it is desired to set 


conference calls. In general, howey 


| 
wireless equipment makes its ippeal 


because of its economy. In recognition 


of this appeal to economy, it is usually 


not designed to provide the quality of 


sound possible with a good direct-wire 


or switchboard system. Wireles equip 


ment, moreover, can re ach only those 


stations served by the Sarne 


main 


power transtormer. 


The equipment described below 


varies not only in the principles on 
which it operates and in the means 


or may actuate light signals. The other two models (by 
Phileo and Motorola) use short-range radio to transmit 
messages to lightweight units worn or carried by pagees. 
Such systems may employ voice or code call paging. 


of interconnecting the units, but also 
in the special features obtainable. Be 
cause of the wide variety of modifica 
tions possible, the reader is referred to 
that list, and, lor greater detail, to the 
manufacturers themselves. 

It should be 
intercommunications ts not limited en 


tirely to units connected to each other 


added, however, that 


by wire. In some cases, the principles 


of radio can be used. This fact is of 


value where it is desired to maintain 
contact with individuals who are mov- 
inp It is possible, moreover, to add 
to the basic communications function 
such accessories as facilities by which 
credit authorization stamps may be 
actuated remotely in response to inquir 
Ics through the intercom system And, 
as already noted, dictation facilities are 
now very otten being in orporated mn 


to such systems 
Dictating Equipment 


Dictating and transcribing equip 


ment has shown increa d popularity 
1 

as certain older prejudices ire over 

come as a result of impro ed quality 


ot under 


equipment and increased 
stan ling ol how to us I 


Most of tod i\ 


one ot two ‘ f ; It records on 


j 
equipment falls into 


cither a magneti 


Whether magnet 


medium 
this me 
dium may take the form of a disk or 
a belt. The magnetic principle also 
permits the use of magnetic d and 
maynet paper. 

Most plastic media are intended for 
one-time use, although in a number of 
cases they can be resurfaced and used 
a number of 


times Manufacturers 


whose machines us such media argue 


that the m iterial 1S ite APensive enough 
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Among other types of equipment which 
facilitate intercommunications are 
these four examples. Top: a TelAuto- 
graph transceiver for sending and re- 
ceiving handwritten messages by wire, 
using an electrified stylus. Next: a 
Times Facsimile unit (the new Fax- 
writer) which employs the facsimile 
principle of seanning written material 
by means of a photoelectric cell to re- 
produce duplicate material at a remote 
station. Next: a Servus-Fone switch- 
board for use in telephone systems 
using the services of a switchboard 
operator. Bottom: a teletypewriter set 
from the Kleinschmidt line. 
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to be discarded when it has served it 
purpose, and that it provides a per 
manent record as long as it is desired. 


Manufacturers of magnetic equip- 
ment po nt out that the magnetic 
nedia can be re-used indefinitely, since 
old materia) is erased simply by dictat 
ing over it They observe that thi 
characteristic permits the dictator to 
give his secretary “error-free” dictation 
In the case of one type of equipment 
(one using May netic paper ), more 
over, it is possible to make two 
“copies” of the dictation simultane 
ously, an idea which has an appeal to 
those who mail out the used disks or 
belts and who might otherwise be left 


without a record of their dictation. 
Some equipment 18 designed lor 
dictating only. This means that the 
machine controls are intended for the 
convenience of the dictator, who, pre 
sumably, will net attempt to transcribe 
his own dictation on the typewriter 


> 


have a microphone with operating 


controls directly on the microphone 


Speciheally, dictating units usually 


They de not normally have foot pedal 
controls or typewriter controls, nor 1s 
the playback speed adjustable. 

If a unit is to be used for transcrip- 
tion, however, the latter features are 
very useful. In particular, the trans 
scriber needs a convenient method of 
backspacing for just a few words, The 
lack of a backspacing feature, in fact, 
is a major reason why conventional 
magnetic tape recorders are not often 
used for office dictation, admirable 
though they may be for providing 
clear and complete playback of ma 
terial which need not be stopped fre 
quently for study. 


Since the major parts of a dictating 
machine are usable for both dictating 
and transcribing, the distinctions be- 
tween them are found in their acces 
sories. It is obvious that by the addi 
tion or removal of relatively minor ac 
cessories, a dictating unit may be made 
into a transcribing unit, or the reverse. 
It is equally clear that by the addition 
of the necessary facilities, one unit may 
serve for both dictating and transerib 
ing. Such combination units, in fact, 
are familar. 

It is to be stated, however, that the 
combination unit is not considered 
effective where there is to be a con 
siderable amount of dictation, unless 
the dictator and transcriber can sched 
ule their work so they will not require 
the use of the instrument at the same 


time. Suc h an arrangement, ot course, 
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s possible for men who work at irreg- 
ular hours or whose schedule can_ be 
readily coordinated with that of the 
secretary. Despite the much lower cost 
of the combination machine, as com 
pared to the cost of separate dietating 
and transcribing units, it may be 
much cheaper, when salaries are fig 


ured, to use separate machines. 


An approach which has been recety 
ing increased attention, although it is 
Dy no means a new one, 1s the use of 
network dictation facilities. In such 
cases, each executive has on his desk 
a telephone or microphone connected 
to one or more remote, centralized, 
receiving units. Full dictating controls 
are provi fed, so that he dictates as if 


to a machine on his own desk. 


Such an arrangement allows an 
efheient distribution of work in. the 
transcription pool with d minimum 
investment in equipment It is con 
sidered especially useful when no one 
executive does any great amount of 
dictating, so that the workload created 
by a relatively large number of execu 
tives can be shared by a relatively smal] 
number of typists. It is not an ideal 
arrangement for men who do a great 
deal of dictating 

As has been noted betore, it bs Pos- 
sible to establish network dictating 
systems in a number of cases by the 
use of existing telephone or intercom 
facilities. Whether or not a particular 
machine can be so used depends on 
the specific features of the equipment 
being considered. Definitely, however, 
there is greater compatibility between 
systems than existed a few years ago. 

The listings which follow indicate 
in general the nature of equipment 
offered by the major manufacturers 
in these two fields. 


The Manufacturers 


Intercommunications Equipment 


Aw Associates, Inc., Teterboro, N. |. 
This company makes equipment ot 
the facsimile type, capable of transmit 
ting written material clectronically. 
Several models of Electronic Messen 
ger equipment are offered. These can 
be interconnected either by direct 
wire or by means of microwave facil- 
ities. 


Imerican Mica Radio Corp., Man 


asquan, N. ]. This is a new subsidiary 
ot American Mica Works Corp. Its 
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You Can Dictate On Thie 
REX RECORDER Dice 


W) 
Timec. .. 


ON THE &.. 
ex-Recorder 


DICTATING/TRANSCRIBING MACHINE one unr ron norm openarions 


You can now have a true magnetic (no needle) dictating ‘transcribing machine with the miracle magic eroser—ond SAVE 
APPROXIMATELY $70 PER MACHINE os compared to purchase price of other major dictating machines. The new REX 
RECORDER TN-3 is the finest machine of its kind ever mode—WITH THOUSANDS OF SATISFIED CUSTOMERS, all over 
the world. The NEW roll-tape-tecr-off automatic indexing system, is the finest and most efficient system devised .. . and 


a@ REX RECORDER TN-3 exclusive. You get perfect and i place | 


REX RECORDER 
DOUBLE Guarantee! 


Every one of the EXCLUSIVELY FRANCHISED Factory Trained Dealers 
is ready to give you service IN YOUR OFFICE. This Dealer Guarantee 
is also backed by the guarantee of Mational Headquarters. 


[eg FF SS oe Ue Ue Ue UG UG Ue US UG Ue US 
| American Dictating Machine Co. DEPT Mw 
65 Madison Avenue, N.Y. C. 16 


BO would like to see the REX RECORDER in action. 
i Please arrange o demonstration in my office. 
No obligation 


CD Please send literature 
B dome 
' Company 
Address 1 
City Phone 
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Only REX RECORDER TN.3 combines the 
magnetic recording principle with dictating 
machine system efficiency for maximum hi fi 
delity reproduction 

four yeors of use by SINGLE MACHINE 
USERS AND LARGE CORPORATIONS 
veing as many os 400 REX RECORDERS hos 
proven that the MEX RECORDER is one of 
the most repair free machines for dictating 
and transcribing 


and visibility 


The MAGIC ERASER permits re-use of the un 
breckoable REX RECORDER disc more then 
10,000 times 

MAGNETIC (ne Needle) RECORDING Neo 
stylus to weer, no scratchy dictation 

Single word bock spacing 

Dictate and transcribe on one machine 

Light end easy to carry 

Specter ploybock in microphone 

Automotic push button operation 

Excellent for conferences and dose tolk 


em AMERICAN DICTATING 


DEMONSTRATION 
Call or Write 
MU 4-3554 


fo 


MACHINE CO. INC. 


1923 


Dept. M 
65 MADISON AVENUE, N. Y. C. 16 


for More Information From Advertisers Use Readers’ 


Inquiry Coupon on Last Page 
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<4 Each of these dictating machines 
uses the principle of magnetic record- 
ing familiar from the home tape re- 
corder. Top: an Ocrlikon 
model which magnetic 
paper and can make two duplicate 
records at once. Second: a Rex Ke- 
corder (made by 
Machine), which magnetic 
disk; it has a new indexing system 
a roll of index slips which pull 
gh and tear off. Third: a Mag- 
Recording Industries Vo 
ter, alko u 


Vanguard 
records on 


American Dictating 


Uses a 


re-Mas- 
og a disk; it has several 
new features, including an end-of -disk 
buzzer. Fourth: the DeJur-Amsco Sten- 
orette, which records on magnetic tape. 
Fifth: a new Pierce machine, which 
uses a magnetic belt as the reeording 
medium, and which features an auto- 
matic backspa which 
operates whenever the secretary lifts 
her foot from the control pedal. Bot- 
tom: Felt & Tarra 
Commander, also 


“0 CU“ review” 


*s Comptometer 
using a magnetic 
belt, with all operating controls on the 
microphone, and with 


automatic in- 
dexing. 


AMRAC line consists of portable and 


flush-mounting intercom systems, mn 


cluding six-station systems designed 


for selective use for intercommunicat 
Ing and music distribution. Some sys 


tems include builtin AM-FM_ radios, 


electric automatic 


clocks for turning 


on and off of equipment, and other 
features, 


American Telephone & Telegraph 
Co., 32 Avenue of the Americas, New 
York. While the AT&T line is in 
tended primarily for long distance 


transmission of messages by wire, it is 
listed here because other manufacturers 
of similar equipment consider it valu 
able in 


certain = intercommunications 


AT&T equipment includes 
teletypewriters, units Ww hic h can read 
and punch 


situations. 


hve-channel paper tape, 
machines to prepare printed records in 


response to Lay Inputs, and similar 


equipment. In addition, the company 


offers its extensive wire network, to 


gether with switching and relay equip 


ment. AT&T equipment is often used 


in integrated data processing installa- 


tions requiring wire communications 


facilities. 
luth Electric Co., Ine 34.20 45h 
St., Long Island City 1, N. Y. The 


line includes desk and wall type two 


way telephone stations which can be 


interconnected either dir ctly to each 


1 
other of through a central switchboard 


monitored by an operator. \s many 


separate private conversations can be 


conducted as there are pairs ol tele 


phones, Capacity ot systems varies 


irom a maximum of 4 Stations on 


smaller systems to unlimited number 
n large installations. The number ol 


} 


| , 
stations which can. be interconnected 
with the 


" 
lor conterence calis varies 


Selector buttons are used 1 


system. 


call stations. Busy signal feature 1s 
standard. Buzzers and 
of desk and wall 
with desk 


Price range: from $14 per telephone, 


annunciators, 
offered, 


or wall-type pushbuttons. 


types, are 


up. 

futomatic Electric Sales Corp., 1033 
W. Van Buren St., Chicago 7. P-A-X 
Business Telephone Systems operate 
through automatic central switchboards 
Transmit 
ting units available include desk and 


wall type telephones, cabinet-type desk 


not requiring an operator, 


units, and loud-speaking, outdoor, and 
hazardous location telephones. Similar 


units are offered tor 


receiving pur 
poses. Other units in the line include 
loudspeakers and mix rophones. A sin 
gle system can include from five to an 
unlimited number of stations, with as 
many separate private conversations 
possible as there are pairs of transmit 
Up to 10 


stations can be interconnected lor con 


ting and receiving units. 


ferences in one system; as 


type ol 
many as 20 can be so linked in another. 
Stations may be called by dialing, or 
by the use of selector buttons, depend 
ing on the model. Standard features 
include busy signal, automatic ringing, 
extension stations for secretaries, dial 
tone, and “lock-out” of incoming calls 
when busy. Optional features include 
public address system cutl-in, adapta 


bility for use with dictating equip 


ment, credit authorization facilities, 


executive volume con 


right-of-way, 
paging, 


with mobile radio equipment, emer 


trols, code call 


connections 


' 
gency alarms, two-way paging teic 
phone connections, executive direct 


line, and automatic information an 


Prices: from $300 up for the 


nouncer. } 


basic unit. 
Bell Sound Systems, Inc. 
Rd.. Columbus 7, Ohno. 


1 
equipment is Of the 


, 555 Marion 
Belfone line 
direct-wire type, 
Models 


available include masters and sub Sta 


using cabinet-type desk units. 
tions. Obtainable features include vol 
ume controls for both incoming and 
outgoing calls, microphones, earphones, 
and selection of stations by use ot key. 
Equipment is made for either AC or 
+ 

David Bogen Co., Inc., 29 


jve., New York 1A. 


tion on current pro lucts was not avall- 


Ninth 


While intorma 


able at press time, Bogen has manu 
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letters a day 


You need the (0 eWllA Stenorette Dictating-Transcribing Machine 


The only dictating machine that can pay its way in the small office. The modern dictating system for the large office at half the cost of 
© Only half the price of any other major dictating machine other major machines © Every executive can have two Sten- 
but with greater versatility, all dictating and transcribing orettes (for himself and his secretary) at less cost than 
features ¢ One Stenorette can be used for both dictating and even phone-type systems ¢ Use Stenorettes to record im- 
transcribing ¢ Use the same magnetic tape over and over portant conferences, play-back pre-recorded sales training 
again ¢ Make corrections and erasures directly on the tape lectures ¢ Full 30-minutes of dictating on a single tape 
without touching the machine ¢ High fidelity audio qual- ¢ No expensive re-surfacing of discs, belts or cylinders 
ity —completely private when earphones are used ¢ 30 thanks to re-usable tape ¢ Every franchised DeJUR dealer 
minutes recording time on a single reel of tape. maintains instantaneous service for all his customers 


MAIL THIS COUPON TODAY! 
DeJUR-Amsco Corp., 45-01 Northern Blvd., 
Long Island City 1, N. Y. 
Gentlemen: Please rush to me all the facts on the 
Stenorette and its benefits for the small office. 


MAIL THIS COUPON TODAY! 
DeJUR-Amaco Corp., 45-01 Northern Blod., 
Long leland City 1,N. Y. 


Please send me details on how a modern 
Dictating System can be installed at half the coat of 
any other aysatem., 


Gentlemen: 


| 
| 
| 
| 
NAME 

! ” . 
COMPANY ae oe j Comranr 
ADORESS ; = 

| 
cry TONE STATE jor 10NE salt 
1 


om-10 ! 


om-10 1 
eae ae ws ea a sa esa sa css sc eee 


Booth 105 at the National Business Show 


N. Y. Coliseum, Oct. 15-19, 1956 


©) 


“Transcribing accessories at slight additional cost 
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Five machines using plastic recording 


media: Top: the remote control for 
Dictaphone’s President model. Second: 
a telephone-type dictating station for 
use in network dictation systems, from 
Gray's PhonAudograph line, Third: 
the new Edison Continuous Recorder, 
which controls two standard machines 
alternately to allow uninterrupted re- 
cording of conferences, ete. Fourth: 
SoundSeriber’s portable “200”, which 
weighs 6 Ibs. Bottom: Infra’s Tran- 
seriber, with sloping disk and center- 
of -disk indexing. 


factured a line of portable units of the 
wireless type which can be plugged 
at will into existing electrical circuits. 

Cambridge Co., 2561 N. Clark St., 
Chicago 14. Cambridge offers a ling 
of 15 basi PrestoCall and 
Talkatron Units are di 
rectly interconnected by wire. Avail 
able are cabinet-type desk units, loud 


speakers, and microphones, for both 


models ot 


equipment, 


transmitting and receiving. The num 
ber of stations which can be connected 
in the system 1s unlimited, as is the 


number of possible separate private 


Voice 
paging may be used, and stations may 
pe called by 


and conference arrangements. 


means of selector levers. 


actuating buzzers, bells, or chimes. 


Standard 


features include public ad 
dress system cut-in and extension sta 


tions for secretaries, Optional features 


include facilities for using equipment 
lor dictation, 


executive right ol-way, 


and “lock-out” of incoming calls. An 


nunciators are also offered. Price 
range, $7.50 to $50 per unit. 
Connecticut Telephone & Electric 


Corp., 70 Britannia St., Meriden, Conn. 


Chis basic 
lines, one of the direct-line type, the 
other 


manutacturer offers two 


using an automatic central 


switchboard, Direct-A-Call equipment, 
using direct wire connections between 
units, employs either individual desk- 
or wall-type 


telephones or two-way 


loudspeaker stations. Stations are sig 
naled by the use of name buttons and 
by voice paging. As many as 14 sta 
tions can be hooked into the system, 
and all of these may be interconnected 


for a single conference call. Dictation 
Standard fea 


tures include busy signal, public ad 


facilities are available. 


dress system cut-in, extension stations 


lor secretaries, and volume controls 


Six basic Private Line avail- 


units are 
able, operating through an automatic 
switchboard. Wall- and desk type tele 
phones, cabinet-type desk units, and 


loudspeakers can he both 


receiving. Up to 
stations may be 


used tor 
transmitting and 


1,000 interconnected 


In one system. As many as 36 of thes 
can be tied together lor 


work , and the 


conteren 
number of possible 
separate private conversations is 24 per 
cent of the trunkage. 


reached by dialing. Standard features 


Stations are 


include busy signal, automatic ringing, 
public address system cutan, adapt- 
ability for use with dictation facilities. 


extension stations for secretaries, dial 


tone, and “lock-out” of incoming calls. 


Optional features include credit au 


Tools of the Office 


thorization facilities, 


executive right 
oft-way, code call paging, connections 
with 


mobile radio equipment, emer 


gency alarms, and watchman servic« 
Prices: from $179.50 per system up. 
The company estimates a typical cost 


of $500 for a system. 


S. H. Couch Co., Inc., | 
St., North Ouincy, Mass. 


two lines. 


{rlington 
Couch offers 
From two to 50 stations 
may be interconnected in a_ single 
system. Separate private conversations 
may be carried on by from two to 25 
pairs of stations. As many as 10 can 
One 
line of equipment is of the type using 
Dial tele 


wall and 


! 
be joined lor 


conference calls. 


an automatic switchboard. 


phones are used, of both 


desk 


right-of-way, code call paging, exten 


types. Busy signal, executive 


sion stations tor secretaries, emergency 
alarms, and other features are offered. 
In addition, smaller systems are obtain 
able, some with as few as two Stations. 
Direct between 


wiring units is re 


quired. 
Dictograph Products, Inc., 95-25 
149 St., Jamaica 1, N. Y. Although 


current information was not available 
at press time, Dictograph has manu 
factured a paging 


broadc ast, by 


voice system in 


which calls are 


short 
range radio, to small speakers worn 
on the clothing of individuals subject 
to call. The individual speakers, being 
transistorized, are small and light; they 
are battery powered, with their own 
volume controls. 
be reduced so that only the wearer can 
hear the The fact, 


was designed with a view to its use 


The sound level can 


calls. system, in 


in hospitals and similar buildings 
where reduced sound volume is desir 
able. To permit transmission of calls, 
antennae in the form of wire loops are 


installed in the building. 


DuKane Corp., 103 N. Eleventh 
lve., St. Charles, Ill. DuKane’s Flexi 
lone line includes eight basic models 
Two types are available, using either 
a system of direct wiring to intercon 
nect each unit, or connections through 
a central automatic switchboard. 
Transmitting and receiving units may 
be desk or wall type telephones, cab 
inet-type desk or wall units, and loud 
speakers, Microphenes may also be 


used for transmission. An unlimited 


number ot stations may be intercon 


nected in a single system. Varying 
numbers of simultaneous private con 
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HIGH FIDELITY 


OMPTOMETE R 
OMMANDER 


nscription machine by Com 


, with amazing UNIMATIC niatiiiaateel microphone 


... makes dictating as easy as talking—An electronic miracle in the sim- 
plification of dictation has been achieved by Comptometer. Now you can forget 
the mechanics of recording and have your mind free and clear for better dictation 
All you do is talk into the Unimatic remote control microphone which fits the palm 
of your hand. One simple button lets you dictate, listen, reverse to review, or even 
to “erase’’ and replace a word or phrase.When finished dictating, press other button 
to mark length of letter —everything is automatically recorded by remote control. 


... Saves more than it costs—The flexible Mylar* magnetic recording belt 
can be used for thousands of dictations. It “wipes” clean in just one second, 


SEE ALL THESE YEARS-AHEAD FEATURES DEMONSTRATED 


NEw! 


Visualite Indicator 
Glows red when you 
dictate, tlashes te 
green when you listen 
of transcribe 


Remote indexing 
automatically marks 
length of letter, 


NEw! 


Unimatic Remote 
Control Microphone 
fits paim of hand. Two 
buttons control all 
operations 


NEw! 


Semplit.ed Recorder 
all operating 
are now on Unimatic 
microphone 


Conterence Recording 
controls tis 
tive microphone pickup 
Eatra loud volume play 
back spearer 


ready for re-use. The day-after-day savings over costly ordinary one-use belts or 
records more than return your Commander investment. And only Comptometer 
guarantees these mailable belts for life 


... erases unwanted words — You will hand your secretary error-free dic 
tation she will transcribe twice as fast and right the first time. Error-free because 
you can electronically “erase” any unwanted part of your dictation and replace 
with the new or correct thought —No extra correction instructions to add. And, for 
economy -minded offices, the same Commander unit can be used for both dicta 
tion and transcription 


% Mylar Dupont’s \rademar’ tor its Polyester film 
IN YOUR OWN OFFICE! 
new! 


Carrying handle 


new! 


Wemovable cover 


NEw! new! 


Custom sed input Vol 
ume Control can be 
pre adyusted to your 
vorce whether its ox 
tra lowd of extra soft 


new! 


Dual speabers 


new! 


Lighter wetght 


new! 


Modern dewen 


new! 
Mah lidetty 


tening Supersens 


also 
available 
in 
Canada 


engine: owt ilar dng martne te wpeed Ameri an buwnens by 


Om PTOMETER 


A product oo fen aT wher fon 6 
Terreet products The world femows Gumptenetes nee ee | 
mactune ond the nee 0 bey Comptogrepn 207 Cokuletng Agding mectune 


avant te 


OCTOBER 1956 For More Informatio 


From 


Advertisers Use Readers 


Comptometer Dictation Div., Feit & Tarrant Mfg. Co., 1702 Marshfield $t., Chicago 22, 11; 


Gentlemen: Without any cost or obligation please arrange 
FREE DEMONSTRATION FREE 10 DAY TRIAL 


, Send complete information 
Name 

Co npany 

Address 


City 
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For “in the field” dictation, several 
types of equipment are offered, of 
which these are typical. Top: a Miles 
unit which can be concealed in a brief- 
case. Center: Dictaphone’s new Dictet, 
a miniature magnetic tape recorder 
using magazine-loaded tape. Bottom: 
Mohawk’s Midgetape, also using mag- 
netic tape, which ean be fitted with 
concealed microphones, and can also 
he operated by foot controls when 
transcribing. 


Next Month: 


Microfilm 
equipment 


Typewriters 


versations and conterence 


ossible. Stations can 


! ) 
1} ] } } . . ‘ lect } 
gaiaiing, Dy the use of selector buttons, 


and by voice paging, depending on the 
system. Standard leatures include busy 
1 

signal, automatic ringing, dial tone, 
and “lock-out” of incoming calls. Op 

1 n ws j j _—< Id: « 
tiona) features include public address 
system cut-in, adaptability for use with 
dictating equipment, extension Stations 
right-of-way, 


alarms, 


for secretaries, executive 
volume controls, emergency 
and automatic switch-through to an 
other system. Prices: for loudspeaker 
types, $59.95 up; for telephone types, 
$300 up. 

Edwards Co., Inc., 9) Connecticut 
Ave., Norwalk, Conn. Edwards man 
ufactures both telephone equipment 
and code call paging systems. Tele 
phone systems use direct-wire type of 
interconnection. Units are of desk 
and wall types, and are used for both 
transmitting and receiving. Systems 
permit unlimited numbers of stations 
to be used. Systems vary in a number 
of details. Some permit selective calls 
trom a central station which can call 
additional stations to permit conversa 
tions between them. Others allow for 
only one conversation at a time. Calls 
are made by use of buttons. Annun 
ciators can be incorporated into some 
systems. Lokator code call systems 
consist of a central selector station at 
which codes are chosen by sliding a 
selector lever to the desired name and 
pressing the lever slightly. Codes con 
sist of numerical signals, in groups of 
from one to three, the capacity de 
pending on the model; only the low, 
easily recognized numbers are used. 
Selector units are offered in 20-, 40-, 
and 60-call sizes. Optional accessories 
include attachment, 
attach 
ment, and facilities for silent visual 
paging. 

The Ericsson Corp., 100 Park Ave., 
New York 17. While information on 


current equipment was not available 


night telephone 


emergency signals, dismissal 


at press time, Ericsson has offered a 
line of Swedish-made dial telephone 
equipment, operating through auto 
matic switchboards, and, in addition, 
small systems using from two to eight 
units. The telephone line features 
dial tone, busy signal, automatic ring 
ing, conference and paging facilities. 
Loudspeakers are available as optional 
Other units are of desk 


and wall types. 


equipment, 


Executone, Inc., 415 Lexington Ave., 
New York 17, N. Y. Executone man 


Tools of the Office 


ulactures hve basic intercom systems. 


all of them using direct wiring be 
Available 


and receiving units are of the following 


lephone, wall and ce sk 


tween units. transmitting 


' 
types: desk te 


type cabinet units, loudspeakers, and 


microphones. An unlimited number 
an be interconnected in on 


ber can 


of units 
system, and an unlimited num 
be interconnected for a single confer 
ence cal]. As many separate private 
conversations can be carried on simul 
taneously as there are pairs of stations 
in the system. Stations are called by 
Standard 


equipment includes busy signal, auto 


means of selector buttons. 
matic ringing, extension stations for 
secretaries, executive right ol-way, vol- 
ume controls, and “lock-out” of in 
coming calls. Optional features include 
public address system cut-in, adapt 
ability for use with dictating facilities, 
and emergency alarms. Credit author 
ization facilities are also available. 
Price range, $69.50 and up, varying 
with size of system. 


Federal Telephone & Radio Co., 
100 Kingsland Rd., Clifton, N. |]. 
Federal’s Dial Intercom Systems make 
use of an automatic central switch- 
board. Desk- and wall-type telephones 
are available for both transmitting and 
receiving. Loudspeakers may be used 
From 20 to 1,000 or 


more stations may be interconnected 


for receiving. 


in a single system. Ten of these may 
be combined in a conference call, and 
the system permits simultaneous con 
ducting of a number of separate pri 
vate conversations. Stations may be 
called by dialing, or by voice paging, 
and the use of selector buttons. Stand 
ard features include busy signal, auto 
matic ringing, dial tone, and “lock 
out” of incoming calls. Optional fea- 
tures include public address system 
cut-in, adaptability for use with dictat 
ing equipment, extension stations for 
secretaries, credit authorization facil 
ities, executive right-of-way, volume 
controls, code call paging, connections 
with mobile radio equipment, and 
emergency alarms. Prices: from $650 
to $50,000 for complete systems. 
Feiler Engineering & Mfg. Co., 8026 
N. Monticello Ave., Skokie, lll. Feiler 
offers the Port-A-Phone, a small. light, 
portable unit of the wireless type. A 
number of such units (up to 20 or 
more) can be plugged into existing 
electrical lighting circuits. The voice 
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trom any unit to 
into the same circuit 
1, moved, ana 
outlets in the cif- 
the desk top cabinet 
handles for carrying. By 
on different frequencies 
three are available ). calls 
limited to the other stations 
on the same frequency. Thus, up to 
three simultaneous conference calls are 
possible. Units have volume controls. 
Price: $84.50 per pair, or $42.50 per 

unit. 

Machines 
Corp., 390 Madison Ave., New York. 
IBM's Electronic Paging System is of 


International Business 


the wireless type, plugging into exist 
Ing electri lighting circuits. A central 


code selector transmits numerical code 


How offices gain HOURS of 
“OVERTIME” - between 9 and 5 


with FAST, AUTOMATIC 


Federa/ DIAL 


INTERCOMMUNICATION 


—the private, inside telephone system that saves miles 
of walking .. . cuts paperwork .. . enables every 
executive and employee to do more work per day! 


@ TRANSMITS dota in seconds vs. minutes or 
hours . . . reduces memo-writing. 

@ QUICKENS over-all operations... your staff 
functions as a unified, fast-acting team. 

@ CURTAILS desk-hopping and needless con- 


@ SPEEDS incoming colls . . . gives faster serv- 
ice on the calls that talk “profit.” 
@ REDUCES operator costs, equipment rental 
. . outs call-backs and unauthorized calls, 


@ IMPROVES customer relations . . . stops irri- 
tation and hang-ups . . . builds good-will. 

@ OPERATES 24-hoursa-day free of switch. 
board ...serves 10 to any number of stations. 


“Certified by a World of Research” 


ral | J ‘le : : 
Signals automatic ally Ww he nas le ctor versation ... keeps employees on the job. 


@ UNLOADS your switchboard...puts all inter- 
office calls on a separate dial system. 


plug is inserted, Signals can be broad 
cast on bells, chimes, gongs, dome 


‘ As le ae ag 
lights, and portable paging units. GPTIONAL Coatures tadiude, Dictation core- 
ice, Conference service, Executive right-of-way, 


Paging and Mobile Radio tie-in. 


Features alarms 


include emergency 
and automatic or manual signals for 
work or rest periods, Capacities of Write for booklet, to Dept. G-38 


Federal Telephone and Radio Company 
A Division of 
International Telephone and Telegraph Corporation 
100 KINGSLAND ROAD «+ CLIFTON, N. 3. 


central code selectors range from 10 
to 90 codes. 


International Standard Trading 
Corp., 22 Thames St., New York. This 
company is an afhliate of the Inter- 


national Telephone & Telegraph Corp. 


é sid 
Its line of communications equipment HOW’S YOUR BUSINESS | 7 
is essentially designed for long-range owes 
work, to handle data transmission re 


quired and it has been used in inte 


How can your office get 
®peak period and rush 

work done without add- 

ing permanent staff? 


A Call your local 
eManpower, Inc. office 


grated data processing. The line in 
cludes a variety of teletypewriter mod 
els, equipment for punching and read 
ing five-channel paper tape, keyboards 
to enter Cata on magnetic tape, and 
equipment used in the relaying and 
switching of wire messages. Also: a 
line of pneumatic tubes for the high 
speed physical transportation of writ 


ten messages and small materials. 


cor TEMPORARY HELP: 
* TYPISTS 
* STENOS 
e OFFICE WORKERS 
Use our bonded, insured 
employees as long as you 
need them. . . 4 hrs., a 


day, a week or longer at 
low hourly rates. 


over 90 offices from coast to coast 


Kellogg Switchboard & Supply Co., 
79 W. Monroe St., ¢ hicago 3. Kellogg 
offers three lines of intercom systems. 
Select-O-Phone systems use dial tele- 
phones of wall and desk types, or may 
use loudspeakers or cabinet type desk 
units. Systems accommodate from 8 
to 55 stations, Voice paging services 
can be added, and other optional fea 
tures include tie-in with centralized 
dictation facilities and individual area 
paging. Relaymatic, also a dial tele 
phone 


system using an automat 


switchboard, is designed for from 70 


home office: 820 N. Plankinton Ave. 


to 200 stations. Standard and optional 


features of dial telephone systems in- oe 


See Us af the N. Y. NATIONAL BUSINESS SHOW — October 15-19 — Booth 105E 


clude busy signal, public address cut-in, 
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Meets Any 


It’s Easy |) 


This Basic “Correlation” Desk 
is compact and efficient . . . the right desk for 


literally dozens of general office uses. 


'}4 
} j 
“Correlation” //} 
\h 4 f 
\ I/ 
\ / / 
4 
But when the need for additional filing and = 


storage space arises... just add a second pedestal, simply and quickly. 


Herein i 


se, on ETS 


eg ete 


<= 
aay 


.». and if you desire a completely integrated work center... 


attach this modular cabinet ond shelf unit. 


When you need more work or storage space, you can add it quickly 
and economically because Correlation modular units are completely 
interchangeable. Think what that means... no need for a completely 
new desk each time you need more work space. 

But there's far more to Correlation than its remarkable flexibility 
and economy. For Correlation is a superbly crafted family of fine office 
furniture, designed from floor to top for greater comfort and working 
efficiency. 

If you consider office furniture a long term investment—and you 
certainly should—then you owe it to yourself to learn more about 
Correlation—the desk with a future. Call your STEEL AGE Dealer this 
week for the complete story. And for an advance briefing, mail coupon 
for brochure. 


jeel Age 


The Quality Choice 


Corry-Jamestown Mfg. Corp. 
Dept. F-2, Corry, Pa. 


Please send ine a free copy of your “Correlation” 
Desk Brochure. 


- e NAME 
of Modern Offices 
COMPAN 
Branch Offices: einets 
Atlanta + Boston + Chicago STREET 
Dallas + Detroit -« New York city svare 


Oakland + Philadelphia + Seattle 


Requirement 


and Economieal \) 
to Expand (| 


Because its //' 


eM For More Information From Advertisers Use Readers’ Inquiry Coupon on Last Page 


Tools of the Office 


extension stations tor secretaries, credit 
authorization facilities, executive right 
of-way, “lock-out” of incoming calls, 
code call paging, emergency alarms, 
and tie-ins with time clocks, time sig 
nals, and opening and closing of doors. 
The 6 Push Button system is a six- 
station telephone system using direct 
wires between stations. Stations are 
called by pushing the appropriate but 
tons and by voice paging. Loudspeak 
ing equipment can be incorporated in 
to the system. 


Kleinschmidt, Inc., County Line Rd., 
Deerfield, Ill. Kieinschmidt is a manu 
facturer of teleprinting and related 
equipment used for the transmission by 
wire of material in printed or punched 
paper tape form. The line includes 
teleprinters, tape transmitters, page 
printers, and typing reperforators (to 
print the incoming message on a page 
and simultaneously reproduce a punch 
ed tape equi alent i. rom six to eight 
stations may be interconnected in a 
single system or for conference calls. 
By using relay equipment, this num 
ber can be increased. Private eonversa 
tions can be made possible by provid 
ing accessory switching and selecting 
equipment, In an eight Station system, 
four separate calls can be made simul 
taneously. Busy signal is an optional 
special feature, Stations may be called 


by push button selection. Price range, 


$300 to $3,700. 


Lamson Corp., 10 Lamson St., Syra 
cuse 1, N. Y. Lamson offers a line of 
pneumatic tube ( Airtube ) systems. 
Sending and receiving stations of both 
wall and desk types are available. As 
many as 300. or more, can be inter 
connected in one system. Tubes are 
available in various sizes, with cross 
sections ranging from 1'4 in diameter, 
to 3 by 12 in 


be routed to a central station which 


I 


Message carriers may 


reroutes them to thei ultimate des 
tination, of they may be route 1 auto 
matically in systems with automat 
switching equipment. In the latter 
case, the destination is set directly on 
a dial on the carrier; the carrier is 
routed automatically to its destination 
without having to be rerouted manu 
ally. The company also makes a line 


ol conveyor belts. 
Line Electric Co., 1407 McCarter 
Highway, Newark 4, N. Line man 
S 
ulactures a paging systein which op 


erates through a central switchboard 
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from order 


to invoice... 


WRITTEN JUST ONCE 


Now—fill, ship and bill orders in just one writing— 

this new Ozalid Direct Copy way. 

You start with an order filled out by your 

salesman or clerk. Ozalid copies, turned out in seconds, 
serve at every succeeding step You end costly, 
repetitious handcopying and retyping... eliminate 

copy errors and proofreading... get shipments 


and bills out sooner...improve customer service. 


Ozalid ends wasteful duplication of paperwork throughout 
vour business. In every department, Ozalid replaces 


costly writing or typing with inexpensive Direct Copying. 


Ozalid makes copies of anything written, printed, typed 
or drawn on any paper that transmits light—at the 
lowest cost per copy of any similar process, Actually, 
you pay less than a penny for a letter-size sheet 


of sensitized Ozalid paper, 
For the full story, call your local Ozalid representative. y 8 ry | | x 
His number's in the phone book, or send coupon below Cc) 
for more information. DIRECT Cited SYSTEMS 


A Division of General Aniline & Film Corporation. In Canada: Hughes Owens Company, Uid., Montreal 


Ozalid, Dept. K-10, Johnson City, N.Y. 


Please send more information on how Ozalid Direct 


Copying can he Ip us with our 


Order-lnvoicing Purchasing Accounting 


Production Control Receiving Knginecring 
Nan 
Position 
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Where could 


she be? 


S D P solves the problem 


No matter how efficient your office, you 
may easily have overlooked the impor- 
tance to lower costs of SDP — Strategic 
Dictionary Placement. 

Dictionaries are essential business 
tools, The average stenographer checks 
the spelling or use of four words daily. 
Each time, she loses five minutes con- 
sulting an “available” dictionary some- 
where else in the office — often inter- 
rupting others. At $1.25 per hour, that’s 
$108.13 per stenographer going down 
the drain each year! 

You can eliminate this profit-drain by 
equipping each person in your office 
with a personal desk copy of Webster's 
New Collegiate Dictionary—a Merriam- 
Webster. What's more, by minimizing 


the human temptation to guess... by 
encouraging “the dictionary habit”... 
your business will gain the prestige of 
correctly spelled, precisely written, 
accurate correspondence. 

Start cutting costs with SDP now — 
with Webster’s New Collegiate Diction- 
ary on every desk. Call your stationery, 
book, or department store. $5. Thumb- 
indexed $6. 


CAUTION: Insist on a 
genuine Merriam-Webster 


Only in the Merriam series of 
Webster's dictionaries will you find 
completely reliable and authorita- 
tive information based on more than 
a century of specializing in diction- 
ary making. 
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of the Office 


Tools 


requiring the services Of an operator 


* 
Transmitting units are of the smal! 


cabinet type, usable on desks. I} 


line contains two basic models. Co 


call paging is used. Provisions ar 


nack also for sending emergency 
ilarms Another feature available is a 
night call push button. As many as 


20 stations can be hooked together in 
$125 to $180. 

Mitchell Mfg. Co., 2525 N. Clybourn 
lve., Chicago 14. Mitchell 


division to 


a system. Price range, 


recenwuy 
sold its electroni s Esco 
Electronics, Inc., also of Chicago. Esco 
expected to continue the manufacture 
of Mitchell products under the Mitch 
ell name. While information on cur 
rent developments was not available 
at press time, Mitchell’s intercommu 
nication equipment was of the wirele ss 
type, capable of being plugged at will 
into existing lighting circuits. The 
units were small and portable. Cab 
inets, of plastic, were equipped with 


carrying handles, 


Motorola, Inc., 4545 Augusta Blvd., 
Chicago 15. Last January, Motorola 
introduced a new line of paging equip 
Called 


the Handie-Talkie Radio Pager, it pro 


individual 


ment using radio principles. 


V ides 


personal calls to 


vavees, including both an 
pap B 


alerting 
signal and voice messages. To provide 
tor transmission, antenna wires are in 
stalled throughout the building where 
the system is used. For receiving pur 
poses, individuals may carry a small 
model easily held in the hand, which 
may be provided with an earpiece at 
tachment for use in areas of high noise 
level, or they may wear a small lapel 
model receiver. Stations may be called 
individually from a central station by 
either the use of pushbuttons or by 
dialing, depending on the system. 
Pushbutton systems allow connections 
to 3] types can reach 
$8 or more. Only the station selected 


is alerted. Transmitting units may be 


stations: dial 


of telephone or microphone types, but 
stations can be reached simultaneously 
if need be. Standard equipment in 
cludes volume controls. Price: approx 
imately $2,500 for a 10-receiver system, 
installed. 


National Inter-Communicating Sys- 
tems, Inc., 1130 N. Milwaukee Ave., 
Chicago 22. While 
current products was not available at 
press time, National has produced a 
line of Convers-O-Call equipment of 


information on 


OFFICE MANAGEMENT 


2 , ts ——_————— 
| ™ 
| FP es 
Po a ————— 
3 eS 
i tee er LS 
me site tha - 
a 7 aI “—) aba — 
ie red Tiara ik Mh ae /, a = ~~ 
: po ——— 
: ee 
G. & C. MERRIAM CO., Springfield 2, Mass. a 
2 ri — ae 
oe fa,’ 
’ _ ay 4 | 
Y = i 
3 ~ f i fe +* fi iy | 
s = a ’ | 5 , Jie 
"es i ee 
" : <a — 


JANUARY 


*375°° 


APRIL 


$375°° 


JULY 


$375°° 


OCTOBER 


FEBRUARY 


*375° 


MAY 


$375°° 


AUGUST 


MARCH 


$375°° 


JUNE 


376" 


SEPTEMBER 


*375°° 


2 i | 
Le DECEMBER 


>> 


Like a quick, easy way 
to save *375°° every month? 


All this manufacturer did was employ Mod- 
ern Duplicating to produce his Sales Order- 
Invoice paperwork and shipping labels. This 
called for some 10 to 25 copies—too many 
for one typing or writing, let alone the many 
chances for mistakes always present when 
information is copied several times. 

Today, an Azograph master is made auto- 
matically when the original Sales Order is 
written. All the required copies, even those 
with additions or deletions, plus the labels, 
are made in a matter of seconds for just 
a few cents. 

The $375.00 a month saving came from 


time saved and personnel freed for more 
productive work. And, along with the 
savings, came the welcome Azograph clean- 
liness—stain-free, smudge-free, smear-free 
duplicating. 


For more information, call your A. B. Dick 
Company distributor. You'll find his name 
listed under Duplicating Machines in the 
classified section of your phone book. Or 
write A. B. Dick Company, 5700 Touhy 
Avenue, Chicago 31, Illinois. In Canada: 
A. B. Dick Company of Canada, Ltd., 


Toronto, Ontario, Canada. 


¢ ye ¥ 

e ° MIMEOGRAPH * AZOGRAPH + SPIRIT « 
; | OFFSET + IMPRESSION PAPER + 
| oe ' FOLDING MACHINES 
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the direct line type. The line included 
both masters and sub-stations which 
were capable of providing conference 
facilities in addition to normal private 
conversations, Stations were called by 
the use of selec tor buttons. Available 
equipment included wall type speakers, 
units of the cabinet type, annunciator 
light systems, and paging facilities 
North Electric Co., 570 8S. Market 
Galion, Ohio. The Privatel line con 
sists of nine basic models, Some sys 
tems operate through automatic switch 
boards, while others require <lirect 
wiring between units. Telephones of 
both wall and desk types are used for 
transmitting and receiving. As many 
as 10,000 stations can be interconnected 


ina single system, with up to 10 simul 


Tools of the Office 


taneously interconnected for conter- 
ence work. T he number of simulta 
neous private conversations possible 15 
virtually unlimited. Stations are called 
by dialing. Standard features include 
busy signal, automatic ringing, dial 
tone, and “lock-out” of incoming calls. 
Optional features include public ad 
dress system cut-in, adaptability for 
use with dictating facilities, extension 
stations for secretaries, credit authoriza 
tion facilities, executive right-of-way, 
code call paging, connections with 
mobile radio equipment, emergency 
alarms, selective ringing on multi- 


party lines, and interconnecting of 


THAT’S WHAT MAKES THE BOSS HAPPY... 


. «+ those clear, sharp impressions he sees every time dupli- 


Our 57th year 


cating work is produced on WAUSAU IMPRESSION PAPERS. 


For each of the three major duplicating processes Wausau 
makes a specific impression paper — with a surface made 
particularly receptive to the inks used in the process — to 
assure BEST IMPRESSIONS no matter what precess you use. 


9 The complete Wausau Impression Paper line is available 


Artisans of 
Fine Papers 


nationally through authorized distributors and stationers. 


WAUSAU PAPER MILLS CO. 


General Sales Offices 
111 W. Washinton Street, Chicago 2, Illinois 
MILLS ot BROKAW, WISCONSIN—Member—Wisconsin Paper Group 
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switchboards. Price range, $50 to 
$10,000. 

Philco Corp., Tioga and C Street: 
Philadelphia 34. Philco’s new Audi 
page equipment is used for individual 
paging via short-range radio. The 
area in which it is to be used is 
equipped with a wire loop antenna. 
Individua!s to be paged wear small 
paging units, about the size of a pocket 
lighter, equipped with a small ear 
piece through which messages can 
be heard without being audible to 
others in the vicinity. The receiver 
weighs one ounce. Voice paging is 
used. Prices, $79.50 list for each re 
ceiver, 

Radio Corporation of America, Com 
mercial Electronic Products, Camden 
2, N. J. RCA is now offering two 
lines of intercom systems. Auto-Dial 
equipment is ot the type operating 
through an automatic central switch- 
board. Transmitting and receiving 
units available include desk- and wall 
type telephones. As many as 3,000 
stations can be interconnected through 
the switchboard. The number of si 
multaneous private conversations pos 
sible is up to 20 per cent of the 
trunkage. Stations may be called by 
dialing. Standard features include 
busy signal, automat ringing, exten 
sion stations for sec retarics, dial tone, 
“lock-out” of incoming calls, and code 
call paging. Optional features include 
public address system cut-in, executive 
right-of-way, and emergency alarms. 
Price range, $400 to $8,270. Multi 
Com equipment uses direct wiring to 
connect the stations. Transmitting and 
receiving units include cabinet-type 
desk models and loudspeakers. Up to 
48 stations can be interconnected in 
one system, including numerous com 
binations of masters and substations: 
4 separate simultaneous conversations 
may be conducted. As many as 24 sta 
tions may be interconnected for con 
ference calls. Stations may be called by 
voice paging or by “pop-out” annun 
ciators. Standard features include au- 
tomatic ringing, volume controls, and 
“lock-out” of incoming calls. Optional! 
features include busy signal and execu 
tive right-of-way. Price range, $17 to 


$615. 
Rauland-Borg Corp., 3515 W. Addi 


S 
son St. Chicago 18. Rauland-Borg 
offers the Amplicall line of equipment, 
which is of the direct-wire type. Trans 
mitting and receiving stations are ol 
the cabinet-type desk size. Twelve 


basic models are available. As many 
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olivetti will present, at the National Business 


Show on October 15, the newest, most advanced 
desk-type calculating machine, the Tetractys 


IF YOU ARE UNABLE TO ATTEND THE NATIONAL BUSINESS SHOW, WRITE FOR INFORMATION ON 
THE TETRACTYS TO OLIVETTI CORPORATION OF AMERICA, 580 FIFTH AVENUE, NEW YORK 36 
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as 24 stations can be interconnected 
ind up to }2 separate private conversa 
tions may be carried on at once. Four 
station may x interconnected tor 
conlerence work. Stations are called 
by voice paging and the use of selecto: 
levers, Standard features include busy 
signal public address system cut-in, 
extension stations lor secretaries, and 
volume controls, Code call paging is 
available eptionally. Price range, $75 
lo $225, 

Servus-Fone Div., Motiograph, Inc 
4441 W. Lake St., Chicago 24. The 
Servus-Fone line is of the type using 
a central switchboard. An operator is 
required, Transmitting units available 
include desk- and wall type telephones, 


cabinet-type wall units, loudspeakers, 


tackling 
that 


printing © 
job.. | 


call the Vari-Typer Man! 


eeeeeeescaeeseeeeees 
In 15 minutes he'll show you how your own office typist 
can cut printing costs 40% with Vari-Typer composition. . 


If you use printing of any kind... you can save up to 40% or 
more annually with this amazing office type-composing 


and microphones. Receivin 


g units o 

fered include desk- and wall-type tele 
‘ ert le<} nd wall 
pn mies, aoin ype OCSkK am Wall 
units, loudsp. aker ;. and m« rophon ‘. 


From 24 to 100 stations can be hooked 
together into one system, ind all of 
these may be interconnected for a sin 
gle conference call. Selector levers and 
voice paging are used to call stations. 
Features available include public ad- 
dress system cubin, volume controls, 
and “lock-out” of Incoming calls. 
Prices: from $900 up. 

Signal Engineering & Mfg. Co.: 
SEE: Wheelock Signals, Inc. 

Mark Simpson Mfg. Co., Inc., 32-28 
49th St., Long Island City 3, N. Y. 


The Masco line includes both wireless 


and direct-wire types of equipment. 


machine. It produces professional-looking (= =_S Ge Ee Goes 
typography....with automatically evened 4 Vari-lyper Corporation 


margins, perfect line and letter spacing in 
your choice of hundreds of différent printer's 
style type faces. Send the coupon, and let 
the Vari-Typer Man show you...in your 
own office .... in 15 minutes! 


Heads photo-composed on Coxhead-Liner. 
Text Vari-Typed on Composomatic Model. 
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720 Frelinghuysen Ave. Nework 12,N.J. 
(_) Please have the Vari-Typer Man 

phone for a convenient appointment. 
[—] Please send Vari-Typer Book C-# 
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Wirelessfone and Wireless-talk equip 
ment plugs into existing electrical 
lighting and can be moved from place 
to place. Theoretically, an unlimited 
number of units can be interconnected. 
Price, $47.50 per unit. The remaining 
three systems use direct wires between 
units. E-Z-Talk is a small two-station 
system which is furnished with 50 feet 
of cable. One station is a master, the 
$16.95. 


Econicom systems permit a maximum 


other a remote unit. Price, 


of four masters and six remote stations. 
Units may be flush-mounted on wall, 
door frame, or desk. Musicom systems 
allow for both  intercommunicating 
and music distribution. Masters and 
remote units may be intermixed in 
various arrangements. Many units 
are designed for flush mounting; some 
may be used on desk tops or hung on 
walls. One speaker is designed for 
mounting on ceilings. Features avail 
able, depending on system and equip 
ment, include busy signal, public ad 
dress system cut-in, volume controls, 
“lock-out” of incoming calls, and hand 
sets. Price range, $16.95 to $174. 

Wm. M. Smith Co., 20 Ferguson 
fve., Broomall, Pa. Smith's line of 
Call Sender equipment includes cab 
inet-type desk or wall units for both 
sending and receiving. From two to 
seven stations can be hooked into one 
system, and all of these may be joined 
together for conference calls. Up to 
three separate private conversations 
may be carried on simultaneously. 
Stations are called by the use of sele« 
tor levers and voice paging. Prices: 
For CS-10, a two-station system, with 
50 feet of cable, $44.95: for CS-20: 
$41.95, each  sub-station, 
$10.95; for CS-30, an all-master sys 
tem, $41.95 for each unit. 

Stenafax : SEE: 
Corp. 


master, 


Times Facsimile 


Stromberg-Carlson Co., 1700 Uni 
versity Ave., Rochester 10, N. Y. The 
Dial-X line makes use of an automatic 


central switchboard. 


Transmitting 
units include desk- and wall-type tele 
phones and microphones. Receiving 
units include desk- and wall-type tele 
phones and loudspeakers. From 20 to 
4) master stations, plus extensions, 
can be interconnected in a single sys 
tem, and all of these may be hooked 
together for conference calls. The 
number of possible simultaneous pri 


the 


vate conversations is half number 
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of master stations in the 


system. Sta 
tions are called by dialing. Standard 
features include busy signal, automatic 
ringing, and “lock-out” of incoming 
calls. Optional features include public 
iddress system culin, adaptability lor 
use with dietating equipment, exten 
ion stations for secretaries, executive 


right-of-way, volume controls, code 


call paging, connections with mobile 
radio equipment, emergency alarms, 


ind automatic placing of calls to sta 
tions busy at time of initial call. Price 
range, $1,000 to $6,000 complete. 


TN Telephone Sales Corp., \\ Park 
Place, New York 7. 


direct-wire equipment and equipment 


Line includes 


operating through a central switch 
board. Information on current products 
was not available at press time, 
Talk-A-Phone Co., \5\2 S. Pulaski 
Rd., Chicago 23. The Talk-A-Phone 
line includes a variety ol equipment, 
the direct-wire type, 
the wireless type. Wireless equipment 


one i} some ot 


| 
includes models with the 


ability to 
transmit on any of six channels, per 


lear 
mitting simultaneous 


transmission oOo! 


oo S 410 Translucent 


W HITEPRINT 


MASTER COPY PAPER 
efor LOW-COST Direct-Copy 


Reproduction 
e Perfect Copies 


EVERY TIME! 


With the use of direct-print copy ma- 
chines becoming daily more widespread 
in the business field, the demand for 


high-quality, low-cost translucent 


master paper has grown tremendously. 
Now, thanks to its 104 years of experi- 
ence in making special papers to exact- 
ing specifications, Sorg has developed 


high-grade translucent paper that 


meets all the requirements of a top- 
quality master sheet 
low enough to allow its use on EVERY 
business form 


and yet is priced 


Sorg’s 410 Translucent is manufactured 
with 
whether you use typewriter, pen, pencil, 
or you print it, you will always be sure 
to get clean, sharp 
every time! 
and durable 
erasures and frequent handling. 


controlled translucency so that 


identical copies 
In addition, it is strong 
stands up well under 


Your request on your own business letterhead will bring you 


a portfolio of 410 Translucent sample sheets for testing on 


your own direct-copy machine 
nearest Sorg paper distributor. 


THE sORG PAP 


as well as the name of your 
— 
Y - 
eR COMPANY 


Middletown, Ohio 


Manufacturers and Converters of Stock Line and Specialty Papers 
Offices in: NEW YORK, PHILADELPHIA, CHICAGO, BOSTON, ST. LOUIS, LOS ANGELES 


* 
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Tools of the Office 


up to. three separate conversauion 
Master stations have two way trans 
mission. Staff stations, where used, 


cannot originate calls, but can receive 
called. Direct-line 
includes 


and reply when 


equipment several designs 
The 
device by which the sound of the voic« 
Models ar 


designed to reach up to 20 other sta- 


Super-Chiet features a contro 


operates the equipment. 
tions individually, with facilities als 
Staff-stations and 


sub-stations, as well as masters, can be 


tor conference calls. 


included in the system. Automati 


Trafic Contro| feature includes indica 
tions of clear and busy lines, and pre 
vents calls from breaking in on busy 
Master Chie! 


line can contact from six to 60 stations, 


stations. units of the 
depending on the model. Conferences 
can be conducted, as well as separate 
private calls. Features available include 
cradle-type handsets, earphones, busy 


signal, paging facilities, long distance 


boosters, and weatherproot horn 
speakers. Masters and staff stations 
can be intermixed. Smaller systems 


are also offered. 


Tel Autograph Corp., \\28 Crenshau 
Blud., Los Angeles 19. TelAutograph 
equipment ts 


used to transmit hand 


written messages by wire. Transmit 
ting units have a writing surface and 


electrihed stylus. As a 


writing mes- 
sage is written with the stylus, its 
movements are interpreted electrically 
and transmitted by wire to the receiy 
ing unjt. Here the electrical signals 


control a writing instrument so that 


it writes a duplicate of the original 
message. Writing of both the origina! 


and the simultaneous. 


duplicate is 
and can be 


mounted on desks or stands. 


Units are small in size 


Stations 
are connected to each other by direct 
wiring. Messages can be sent private 


ly to individual stations, or collectively 


to groups of stations. Some units 
(“transceivers”) both send and re 


ceive, others are receiving units only 
When stations are busy, incoming calls 
are “locked out” automatically. Signal 
lights may be used to call the attention 
of a receiving station to the faet that 
a message has been sent. The equip 
ment permits transmission of diagrams, 
codes, and other material in addition 
to handwritten messages. It can be 
used directly with business forms pre 


pared for use in such equipment. Price 
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TO A READER OF 


so Office 
management 


212 FIFTH AVENUE 
NEW YORK 10, N.Y. 
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If this is your own copy, you're in 
good company —there has been a dra- 
matic growth in the circulation of 


OFFICE MANAGEMENT. 


FIRST CLASS PERMIT NO. 739, NEW YORK, N.Y 
7.4 te. — 


Be 
- 


BUSINESS REPLY CARD 
office management 


——_ 
<_ 


But if you're a “route list” reader, 
why not do as so many of your con- 
temporaries have done—try your own 
subscription at home or office. 


SOF Rian sa gO ? 


Then each issue will be as personal 
as your daily paper...no waiting for 
others to finish the office copy; no need 
to hurry it along to the next name on the 
reading list. 


With the dynamic growth of industry 
and commerce, the office is increasingly 
important as the nerve centre of busi- 
ness. OFFICE MANAGEMENT is geared 
to serve its readers with prompt reports 
of new methods, new ideas, new trends 
in the field of office administration. You 
can have this information as it appears 
for only $3 a year (U. S. rate). 


| 


Just fill-in and mail one of the at- 
tached cards; we'll bill you later. Or if 
both cards have been used before this 
issue gets to you, write to M. T. Weeks, 
Circulation Dept., Office Management, 
212 Fifth Avenue, New York. Either way, 
you'll be a member of the subscription 
family with our next issue. 


C) BILL MY FIRM 


C BILL ME 


office management 

NEW SUBSCRIPTION ORDER 
0) ONE YEAR $3.00 
[] TWO YEARS $5.00 


All Other Countries 


Add my name to your subscription list as a new subscriber. 


Subscription Rates Outside of U. S. and Possessions 


Canada, Mexico, Cuba, Central & South America 


SRS RRS RCS RS RRSKE SSSR ESSSSSEE SEES SS ESSER ESSERE RES SSCS S eee eee esse eeeeeesesaees 


a: at 
2 is 
$33? cia 
B< 25 
a = . 
| 7 | 
ee 
oe 
o £5 o 
: e= 2 7 
s if 
* i 
, 3 ao 
| | 
F SESS EERE SEE Beeeeeeeeeae - | 
i , ia} it Pi 
4a At 
| | i\cs| iim 
| | . wlio viz * a 
; «| Lar 
Zn si. | shy 
| | Sigis i * 
yaa ae 
| | | dial ia 
|| | | ie 
| | | ‘ 
| | af: 
& hess 
| Bi 
| | ; 3 re 
| 2. 
i ‘6 
| t if 
| ce 
- a 
{ ai 
. iz f a" 
|g b@ 
; 2. ' oe 
Ef s a 
Bikes 


Ly 
eee PRE 


S21JUNOD J9WIO IV 
SRJaWy YINOS PF /e1jUaD “EQN “Odixaw ‘epeueD 


oo's$ s¥vaA OMI ©) 
oo'e$ wW3A 3NO () 


SUOISSESSOg PUR 'S f} JO IPISINO Sazey UOINdUDSQNS 


aw me 0) | 
‘seqUIsSqns Meu D SD 481] UOINI2SqQns 4NCA Of aWDU AW ppY 


ywuszqu0 NOILLdINODSENS MAN 


walg AW THe 2 


323, 3U0 


JUIWISEULW JdIJJO 


| 


$3, OM] 


| 
| 
| 


JINNIAV Hisis 7172 


JUIWISeURL JdIJJO 


“AN ‘OL WHOA M3N 
A’N WHOA M3N “6EL (ON LIWERE SSVID LSBId 
Guvd Aldiad¥ SSAINISNG 


TO A READER OF 


management 


It this is your own copy, you're in 
good company~ there has been a dra- 
matic growth in the circulation of 
OFFICE MANAGEMENT. 


But if you're a “route list” reader, 
why not do as so many of your con- 
temporaries have done-—try your own 
subscription at home or office. 


Then each issue will be as personal 
as your daily paper...no waiting for 
others to finish the office copy; no need 
to hurry it along to the next name on the 
reading list. 


With the dynamic growth of industry 
and commerce, the office is increasingly 
important as the nerve centre of busi- 
ness. OFFICE MANAGEMENT is geared 
to serve its readers with prompt reports 
of new methods, new ideas, new trends 
in the field of office administration. You 
can have this information as it appears 
for only $3 a year (U. S. rate). 


Just fill-in and mail one of the at- 
tached cards; we'll bill you later. Or if 
both cards have been used before this 
issue gets to you, write to M. T. Weeks, 
Circulation Dept., Office Management, 
212 Fifth Avenue, New York. Either way, 
you'll be a member of the subscription 
family with our next issue. 
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in summarizing expenses, sales, labor. . . 
in all business figuring .. . 


THIS 
TEAM 
LEAVES 
TiMeE 
SEHIN DO 


peg board accounting with the new 
Series C purRoUGHS Calculator 


: 
: 


— 


: 
: 
3 
° 
bd 


With this far advanced Burroughs two-total 
Calculator, peg board accounting is made 
easier, faster than ever. The Calculator speedily 
cross-adds all items from the original forms for 
line totals—simultaneously accumulates a grand 
total of all line totals. You get final results—a 
consolidation of all forms from a single handling. 
It’s refreshingly easy to operate. New color and 
new quiet boost morale, too. For a free demon- 
stration, or full information on peg board 
accounting, call our nearest branch. Burroughs 
Corporation, Detroit 32, Michigan. 
“Burroughs” Reg. TM. 


* PEG BOARDS AND SUMMARY STRIPS MANUFACTURED AND SOLD BY CHARLES R HADLEY COMPANY, SUBSIDIARY OF BURROUGHS CORPORATION 
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range, $765 to $875 for receivers; Tools of the Office 
$1,350 to $1,485 for transceivers. 


Telecom, Inc., \O\9 Admiral Blvd., 


Kansas City 6, Mo. Most Telecom neous private conversations are possi- 
equipment uses an automatic central ble up to a capacity of 15 per cent of 
switchboard, Transmitting and receiv the private lines. Conference calls can 
ing units are offered in the following be set up. Standard features include 
types: desk- and wall-type telephones, busy signal, dial tone, automatic ring 
cabinet-type desk and wall units, loud ing, public address system cut-in, 
speakers, and mic rophones. Some adaptability for use with dictating 
speaker-phone units are operated by facilities (including voice-operated 
the sound of the voice and do not re- systems), and extension stations for 
quire the use of a button or switch. secretaries. Optional features include 
As many as 1,000 stations can be in credit authorization facilities, execu 
corporated into one system. Simulta tive right-of-way, volume controls, 


WHEN THE ULTIMATE IN 


“SEEING COMFORT’ IS YOUR STANDARD- 


there is only one choice... 


Designed for the personal seeing 
needs of the busy executive — dra- 
matically styled for contemporary 
office living. Sight Light is your as- 
surance of the finest in desk lighting. 


’ 1 y 


Underwriters’ Laboratories Approved 


SIGHT LIGHT M. G. WHEELER CO., Inc., 


Greenwich, Conn. 


For More Information From Advertisers Use Readers’ Inquiry Coupon on Last Page 


“lock-out” of incoming calls, code call 
paging, connections with mobile radio 
equipment, and emergency alarms. 
Price range, $239 to $80,000. The com- 
pany also offers a line of direct-wire 
equipment (Select-A-Call), available 
with paging service, code call, speaker 
phones, and other features. 

The Teleregister Corp., 445 Faw 
field Ave., Stamford, Conn. Telereg 
ister is a manufacturer of specialized 
electronic data handling and display 
systems, some of which operate over 
considerable distances. Among these 
are passenger reservations systems for 
transportation companies, which keep 
track, at a centralized point, of re 
served accommodations, cancellations, 
space available, and other information. 
The equipment is designed for the 
instantaneous communication of this 
information between and within of 
fhices 

Teletype Corp., 1400 Wrightwood 
Ave., Chicago 14, Teletype offers a 
wide line of equipment for wire trans 
mission. Typewriter-type keyboards 
are used to originate messages, which 
may be transmitted directly to page 
printers or to equipment which perf 
orates or reads five-channel punched 
paper tape. Printers may be of the 
transmitting, receiving, or combination 
varieties. An unlimited number of 
stations may be interconnected, and 
any or all of these may be included in 
conference calls. As many private calls 
may be made simultaneously as there 
are private party-line circuits. The 
new Model 28 Printer doubles as a 
printing telegraph machine and a 
typewriter. Stations are called  sele« 
tively from the keyboard of the trans 
mitting unit. Equpment of this type 
is priced from $1,500 to 1,900. Othe 
Teletype equipment includes transmit- 
ting and switching devices, tape 


punches and readers, etc. 


Times Facsimile Corp., 540 W. 58 
St., New York 19. This company offers 
equipment operating on the facsimile 
principle. Material to be copied is 
scanned by a photoelectric cell, which 
generates electrical signals correspond 
ing in étrength to the amount of light 
entering the cell. The signals indicat 
ing light and dark areas of written 
material can thus be transmitted by 
wire to a synchronized stylus moving 
over copy paper. Here the varying 
current “burns” the copy paper in ac 
cordance with the strength of the 
the signal received. These “burned” 


areas correspond to the dark areas ol 
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INTEGRATED 
DATA : 


PROCESSING 


YOU'LL FIND THE PROFITABLE 


Automation of your office can start with this free book. It 
tells you what Integrated Data Processing is, how simply it 
can be applied to your business, how little it will cost you, 
how to start and where to start your program. 

It tells you how DITTO gives you Integrated Data Proc- 
essing in its simplest and most inexpensive form. Regard- 
less of whether you are concerned with processing of data 


! ! | 

*How DITTO | ORDER-INVOICE | PRODUCTION ! 
| Rubber Goods : Hardware manwutac- 

1. D. P. : manutacturer saves i turer saves $24,000 i 

j $27,000 a year } ayear i 

. . ‘ 


saves money: 


Can |. D. P. save your company money? 


ANSWERS IN THIS FREE BOOK 


within a single department, between departments, or 
throughout the branches and plants of a nation-wide organ- 
ization, this book is a guide to money saving and increased 
efficiency for you. 

Below are representative examples of companies like your 
own which are already enjoying the benefits of DITTO Inte- 
grated Data Processing: 


' — 
PURCHASE- PAYROLL H 
RECEIVING | Construction Engi- ; 
Military Aircraft | neering company |i J 
manufacturer saves | Saves $30,000 } ¢ 
$50,000 annually | annually DATA INTEGRATED | 
‘ow Gincie | 
r —1 
MasTER ARE NEVER 
REWRITTEN 
' 


DITTO 


* Send tor complete case histories telling how these savings are made 
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Take the First Step to Automation in Your Office—MAIL COUPON TODAY 
DITTO, inc orporated, 6856 N. McCormick Ad. Chicago 4%, Ili 
DITTO, of Canada Ltd., Toronto, Ontario 

DITTO, (Britain) Ltd., 126/128 New Kings Road, Fulham, London, $.W. 6 England 
At no cost or obligation, please send us 


© Integrated Data Processing Brochure 


© Case histories and information on how you can save us money, time and 
effort with DITTO 1. 0. P. for 


© Order-Billing () Production 
© Payroll © tawentory 


(1) Purchase Receiving 
© Other 


Name, Position ___ — . — ——— 


OO 
Address__ 
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the original; thus the message is re 
produced in duplicate at the remote 
station. An unlimited number of sta 
tions can be interconnected in one 
system. New Faxwriter equipment 
includes a drum-type facsimile trans 
mitter and a continuous web-type tac 
simile recorder, The transmitter fea 
tures automatic loading of copy to be 
sent. The recorder has automatic start 
and gain control, 

Vintage Products Co., 1320 8. Grand 
Blud., St. Louis 4. Zimcom and Zim 
phone equipment is in the low-cost 
category, some of it being intended 
Desk 


and wall-type telephones, and cabinet 
type desk units are available. 


primarily for playroom use. 


Equip 


ment is connected by direct wiring, 


Hano Refolder Registers in 4 widths, 
electric or manual; all-aluminum Port- 
ables and pocket size Porta-Pak, plus 
cash drawer units 


One-Time Carbon Hano Snap-a-Parts, 
Multi-Snaps, Special and Custom plus 
special purpose forms, orders, memos, 
meter tickets, repair orders, invoices. 


with a maximum of two stations per 
set. These may be called by dialing or 
using selector buttons actuating buz- 
zers. Price range, $8.95 to $9.95. 

Vocaline Co. of America, Inc., 100 
Bristol Bldg., Old Saybrook, Conn. 
Vocatron equipment is of the wireless 
type, designed to be plugged into exist 
ing electrical lighting systems, and 
having the capability of being moved 
from place to place at will. As with 
other wireless types, all units on the 
same frequency can hear all transmis 
sions. Current details were not avail 
able at press time, 

Webster Electric Co., \Y00 Clark St., 
Racine, Wis. This company manutac 
wireless 


tures both direct-line and 


equipment. The Teletalk line, of the 


Hano Litho-Tab marginal punched forms 
are trouble-free with better papers, more 
sensitive carbons. Stock Tab also avail- 
able for many requirements. 


Low-Cost Standard Body Forms, semi- 
custom Han-o-Sav, plus extensive Cus- 
tom Register form list . . . all with stand- 
ard punching. 


Hano — your “one-stop” source... 


for time-saving business systems. For the right form or 
system for your specific need, you'll find Hano the only “‘one- 


stop”’ source. 


A complete line of Registers and Forms, 


Snap-a-Part sets, Continuous and Tab forms can solve your 


problem .. . at low cost. 


There’s a Hano man or dealer 


ready to help you save time and money. May we have him 


contact you? 


Tools of the Office 


standard 
units providing facilities for reaching 


direct-wire type, includes 
from 6 to 48 stations, but custom in- 
stallations, with greater capacities, are 
possible. The number of simultaneous 
private calls possible is one-half the 
number of stations. Up to 12 stations 
may be hooked together for confer 
ences, Units of the cabinet type are 
Loud 
microphones are also 


available for desks or walls. 
speakers and 
available. Various types of units may 
be intermixed in a system. Stations 
are called by use of selector keys 
Volume controls and executive right 
of-way are standard features. Optional 
features include busy signal, public 
address system cut-in, extension sta 
tions for secretaries, a switch to call al) 
stations simultaneously, handsets, ear 
phones, and annunciators. Some cab 
inet units have a built-in electric clock. 
Com-ette equipment is available in 
either direct-wire or wireless versions. 
Direct-wire systems provide for two 
stations; master and speaker stations 
each provide two-way cominunications 
Wireless systenss plug into existing 
electric lighting circuits. 


The Western Union Telegraph Co. 
60 Hudson St., New York 13. Western 
Union's Intrafax equipment uses the 
facsimile principle, by which material 
is scanned by a photoelectric cell to 
generate electrical signals which can 
be transmitted to distant places to re 
produce exact images of the original 
written or printed material. Diagrams, 
drawings, art work, and the like can 
be copied. Transmitting speed for an 
8’ by I1-in. sheet is about three min 
utes. Material can be sent simulta 
neously to a number of different sta 
tions, or selectively to individual sta 
tions. In addition, the company offers 
its extensive wire facilities for data 
transmission, including associated 
equipment for the handling and rout 
mg ol 


messages. Other equipment 


available includes teleprinting and 
similar units, punched paper tape perf 
orators and readers, message sorting 
devices, and other units. Much of this 
equipment can be used to handle com 
munications aspects of integrated data 


processing installations. 


The Wheeler Insulated Wire Co., 


8-page folder shows Hano 
complete line. Available 
on request. 


“hor Inc., Div. of Sperry Rand Corp., 150 


COMPANY INE. E. Aurora St., Waterbury 20, Conn. 
General ond Sales Offices: Warehouse ond Brench Plont Wheeler manufactures a line of sound 


WOLYOKE, MASSACHUSETTS MT. OLIVE, NLLINOIS powered telephones which do not re- 
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why Hammermill Bond prints better, types better, looks bettep 


nn 


oe 


THE MAGIC 


OF NEUTRACEL 


Now hardwood’s finer fibers help 
Hammermill Bond fold more neatly 


AVE Y@U SEEN the new Hammermill 
H Bond? From the crispness of the 
letterhead, the sharpness of the typing, 
to the final, neater folding of the letter, 
you'll see qualities you like to have in 
your office stationery and business forms. 

New printing methods and new office 
equipment created the demand for 
specific paper qualities best obtained by 
blending diflerent papermaking fibers. 
Now with the exclusive process that 
produces Neutracel” pulp, Hammermall 
has unlocked the special papermaking 
qualities that nature grows in northern 
hardwoods. 

The new Hammermill Bond, made 
from Neutracel and other bright, sturdy 
pulps, folds more easily and neatly 
That’s true because Neutracel helps the 
blend of fibers knit together more closely 


OCTOBER 1956 


and evenly. The result is a clearer, more 
attractive formation—a smoother, velvety 
surface. You get better printing, typing, 
writing and carbon copies. And, Neutracel 
imparts greater opacity and bulk to make 
your letters more impressive. 

Only a few months age, Hammermill- 
invented centrifugal cleaners were in- 
stalled to make Hammermill papers 
cleaner than ever before. To that impor- 
tant development, we now add Neutracel, 
a $6.000,000 step forward to bring you 
Hammermill Bond that 1) prints better; 
2) types better; 3) looks better. Ask 
your printer to show you samples 
Hammermill Paper Company, Erie 6, 
Pennsylvania. 


. 
) Printers everywhere use Hammermill 


Ltt, 
ou 
wim) papers) Many display this shield, 

A 


with Neutracel’s finer fibers, costs no more 
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quire either batteries or outside power 
sources. The energy of the voice itself 
is used to generate the small amounts 
of electric current used to transmit 
the signal. Telephones using this prin 
ciple were developed originally for 
military uses and are commonly found 
on ships and stations where damage 
of an outside power supply due to war 
or weather might otherwise disrupt 
communications. Office equipment of 
the sound-powered type provides the 
same type of service and is especially 
valuable for emergency use in addition 
to performing standard intercommu 


Tools of the Office 


nications functions. Some 


in the net; others permit as many as 


12, Stations may be called individu 
ally, but all stations on the net may 
hear the transmissions. 


each capable of calling all others. Other 
systems use a master which can call 
any or all stations, and substations 
which can call the master only, but 


which can reach other substations if 


on BOND or 


Now... you can get 


BEAUTIFUL COPIE 


OFFSET PAPERS 
without slip-sheeting 
by using new...... 


Saves time — ink — paper because 
it dries so fast...sets so hard 


It's amazing —what a difference 
JETDRY makes! “The finest ink in 
my 30 years in this business,” says 
one customer. 


seTory is an entirely new cencept in 
duplicating ink. It took us 5 years to 
perfect it! It dries so fast, sets so hard 

there's nothing to equal it for Bond 
or Offset papers...no other ink which 
gives that “press-printed look” on a 
wide variety of jobs that you would 
normally have printed outside. setory 
saves paper, too, because even the first 
few copies are perfect. One large user 
estimates a saving up to $75,000 this year 
in the duplicating department by using 
serory ink 

With serpry, no washing of your sten- 
cil is necessary —it's self-cleaning by 


simply placing it between papers in a 
file folder. And -it's always “ready to 


in your stencil 
duplicating 
- machine ~ 


go” again...when you use JeTory, you 
can stop in the middle of a run, then re- 
sume the run hours later without delay. 

Ink is one of the lowest cost items in 
stencil duplicating (less than 20¢ for 
1,000 copies). JeToRY costs no more than 
any quality ink...and you actually get 
more copies per pound. So, use JeTpry 
and get better looking copies with any 
make of stencil and all machines, new 
or old. 


Try this new wonder ink — 
without obligation! Write today to: 


MILO HARDING 
COMPANY 


Established 1904 
Manufacturer of the most complete line of 
stencil duplicating machines and supplies 
500 South Monterey Pass Road, Monterey 

Park (Los Angeles County), Calif 
San Francisco « Pittsburgh 
Cleveland + Dallas 


= 
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Wheeler 


systems allow for two or three stations 


Some systems 
consist of a series of master stations, 


the master station is used to call 
them. Telephones may be of the desk 
or wall-mounting types. Each station 
is wired directly to each other. Sta- 
tions are called by pressing a button 
which either sounds a ringing signal 
or actuates a light, depending on the 
model. Some can trigger a relay-actu- 
ated standard voltage signal. The 
signal system is powered by the physi- 
cal operation of pressing the button 
and does not require external power. 
Prices, from $43.89 up. 

Wheelock Signals, Inc., Long 
Branch, N. ]. Wheelock’s Code-Call 
equipment is used for code call pag- 
ing. Two basic units are available for 
transmitting calls, with capacities of 
20 and 40 stations. Calls are of the 
numerical type, and aré sounded on 
chimes, bells, horns, or other devices. 
Pressing of a selector button causes the 
corresponding code to be transmitted 
automatically three times. 


Dictating Equipment 


Imerican Dictating Machine Co., 65 
Madison Ave., New York \6. The Rex 
Recorder line consists of equipment 
using the principle of magnetic re 
cording. The recording medium in this 
case is magnetic disks. The maximum 
recording time on a disk (at one play 
ing) is ten minutes, but the disks can 
be re-used indefinitely. The line in- 
cludes dictating, transcribing, combina- 
tion, and network units. Transcribing 
units are available with loudspeaker, 
headset, foot pedal attachments, and 
single word backspacing. New this year 
is the Model TN 3, which has an in 
dexing system using a roll of index 
slips designed to pull through and tear 
off. Its on-off button leaves the ma 
chine in neutral position automatically. 
Other features include input volume 
control and a neutral button to permit 
immediate access to any point on the 
disk. 

Amplifier Corp. of America, 398 
Broadway, New York \3. This com- 
pany manufactures a line of magnetic 
tape recorders. Of these, the Con 
ference Recorder, available in two mod 
els, is equipped with transcription fa- 
cilities, which make it suitable for cer 
tain types of office work. The record 
ing medium is magnetic tape. Model 
No. 580-D, with a tape speed of 7 
in. per sec., allows for one hour of con 
Model No. 580-C 
has a speed of 3% in. per sec. and a ca 
pacity of two hours of recording. The 
tapes can be re-used indefinitely. Avail 


tinuous recording. 
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WORLD TRAVEL SERVICE 
TRAVELERS CHEQUES 
MONEY ORDERS 
FOREIGN FREIGHT FORWARDING 
CUSTOM BROKERS 
FIELD WAREHOUSING 
FOREIGN REMITTANCES 


“ Waltonal Accounting Machines save us more than 100% 


annually on our investment!” 


“Our vast network of sales outlets and 
services requires a high speed, modern ac- 
counting system. We estimate that National 
Accounting Machines save us over 100% 
on our investment annually. 

“National's simplicity reduces operator 
training to a minimum. The many auto- 
matic features promote accuracy, because 
what machines do automatically, operators 
cannot do wrong. 


“Our operators are pleased because they 
do their work with less effort and the flex- 
ibility of the National enables us to do 
several different accounting jobs on the 
same machine.” 


taf bce c- 


President 


Your nearby National representative will gladly show how much your business can save with Nationals. 


THE NATIONAL CASH REGISTER COMPANY, varron 9, onto 


989 OFFICES IN 94 COUNTRIES 


OCTOBER 1956 


r 
' 
' 
i 
' 
' 
' 
| 
! 
' 
’ 


’ 


— AMERICAN EXPRESS COMPANY, New York 


FACTS ABOUT AMERICAN EXPRESS 
344 offices in 35 countries. 

Over 65,000 other outlets includ- 
ing banks, drug and variety stores, 
supermarkets, factories, and in- 
dependent travel agencies 


TRACE MARK EG VU @ PAT OFF 
H 
Wattonal A 
ACCOUNTING MACHINES 
ADOING MACHINES « CASH REGISTERS 
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Tools of the Office 


able features are a press-to-talk micro- 
phone, a conference mic rophone, a de 
vice for starting and stopping the 
equipment automatically at the sound 
of the voice, a concealed desk lamp 
microphone, and headphones. Separate 
volume and tone controls may be used 
with either loudspeaker or earphones. 
The typist may use a small control box, 
fastened to the typewriter; this device 
controls stopping, starting, and back 
spacing. An indexing unit is also pro- 
vided, to indicate location and length 
of recorded material. In addition, the 
company makes a lightweight Secret 


Recorder, concealed in a briefcase and 
operating on dry-cell batteries. 
Ampro Corp., 2835 N. Western Ave., 
Chicago. Ampro, a manufacturer ot 
magnetic tape recorders, has adapted 
several of its models for office work by 
such means as providing foot pedal 
control for use in transcription, In- 
formation on current models was not 
available at press time. Previous mod 
els have had indexing fa ilities, vol 
ume and tone controls. Some units re 
corded up to three hours continuously, 
with the tape re-usable indefinitely. 
De]ur Amsco Corp., 45-01 Northern 
Blvd., Long Island City 1, N. Y. De 
Jur-Amsco offers the Stenorette, a com 
bination dictating and transcribing unit 
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. for important 

~ office use...the finest 
typewriter papers in America 
Neenah rag content bonds 
and onionskins 


Neenah quality papers are recommended for: 


Briefs 

¢ Contracts 

¢ Documents 

e Abstracts 

© Certificates 

¢ Valuable records 


* Prestige correspondence 


Legal and financial reports 


and all important office uses. 
Neenah papers are also 
available ream wrapped 


Paper 


Signature 


Please send me the free pamphlet, Boxed Typewriter 
how to buy it and why. Plus a list of distributors 
handling Neenth Typewriter Papers 


Attach to your letterhead and mail to: 


neenah paper company, neenah, wisconsin 


OMS 
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operating on the magnetic tape prin 
ciple. The maximum recording time 
on the tape is 30 minutes continuously, 
but the tape may be re-used indefinitely. 
Standard equipment includes a micro- 
phone-speaker, log pad, and dust cover. 
Controls of the foot-pedal or typewriter 
type are available optionally. Ear 


phones, miniature ear 


loops, and 
“stetho-clips” are available for listening 
purposes. Controls are provided on 
both microphone and machine. The 
machine is portable, weighing 11 |bs., 
10 oz., and measuring 11% by 94 by 
4% in. A carrying case is available. 
Price, $169.50. 

Dictaphone Corp., 420 Lexington 
Ave., New York 17. Dictaphone manu- 
factures seven basic dictating and 
transcribing machines, including mod 
els for dictation only, for transcription 
only, and combination models, and, in 
addition, three models for use in Tele- 
cord network dictation systems. The 
recording medium used is the plastic 
Dictabelt record, designed to be used 
once and discarded. Maximum record 
ing time on a belt may be either 15 or 
30 minutes. Standard dictating units 
have controls on the machine, with 
playback through loudspeaker or mic- 
rophone. Optionally, controls may be 
on the microphone. Where network 
systems are used, the dictator has re 
mote control of the recording unit, the 
controls being located on the telephone 
handset. Transcribing units are equip- 
ped with foot pedal controls as well 
as controls on the main unit, adjustable 
playback speed, and playback through 
earpieces, Optionally, playback may be 
had through a loudspeaker. Most units 
are portable, with carrying cases pro 
vided, Network systems may make use 
of existing telephone facilities. The 
President Model provides a microphone 
(with full controls) and cradle for use 
on the executive’s desk, with the main 
unit itself on the secretary's desk. The 
company has recently introduced a 
small, portable battery-powered tape re 
corder called the Dictet, which uses 
magazine-loaded magnetic tape. This 
is available with an accessory hearing 
device and foot control, including back 
spacing facilities. 


Thomas A. Edison, Inc., West 
Orange, N. ]. The Edison Voicewriter 
line includes models for dictation only, 
transcription only, combination models, 
and Televoice network models. The 
recording medium used is the plastic 
disk. Disks may be resurfaced if de- 
sired and used again, but ordinarily 
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YOUR OFFICE WITH 


Me L-UNIT SPACE SAVERS 


It's easy to “stay on the beam” when your office is equipped with ASE 
L-Unit Space Savers. Decisions can be made on the spot... no need to 
send out a search party for files, reports or reference material . . . every- 
thing is within easy reach. 


BETTER BUILT 

for 
BETTER BUSINESS 
en 


Custom plan your work space with the units that best suit your needs. 
A wide selection of telephone, storage and drawer cabinets, bookcases 
and tops can be used with the basic desk unit. Choice of modern colors. 

Your ASE Dealer will be pleased to show you how to “clear the run- 
way” for greater efficiency in your office. 


See your ASE dealer or write for further information 


There’s an ASE Dealer 


ALL-STEEL EQUIPMENT INC. 


Avrora, Illinois 


OCTOBER 1956 
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they are used once. The maximum 
recording time on a belt is 30 minutes, 
but 40-minute belts are available under 
special circumstances. Dictating units 
normally have controls on the machine, 
optionally on the microphone, with 
playback normally through the loud 
speaker and optionally through the 
microphone. Network dictating equip- 
ment provides for controls on the tele 
phone handset, with remote control of 
the receiving unit. Transcribing units 
have controls on footpedal and main 
unit, adjustable playback speed, and 
playback through earpieces. Playback 
through a loudspeaker is optional. In- 
dex slips are used to show length of 
letters, corrections, etc. Units weigh 
11 Ibs., measure 12 by 9% by 2% in., 


and are considered portable; carrying 


"hyo 


DO YOU KNOW HO 


FREE 


Tools of the Office 


cases are available. When set up in 
networks, machines can use existing 
telephone facilities. Among new Edi- 
son models is the Continuous Recorder, 
which is essentially a cradle holding 
VPD-3 dictation ma 
chines, and a control unit. Used to 
record 


two standard 


Recorder 
works with each dictating machine al 
ternately, permitting a full disk to be 
changed while the other machine is 


continuously, the 


recording. On reaching the end of a 
disk, the control unit switches auto 
matically to the other machine. The 
machines may be removed, if desired, 
and used conventionally. Price range, 


$340 to $920. (See also p. 109) 


ars i 


to buy the safest, 


most economical, 


most impressive record 


and letterhead papers 
at practically no 


increase in cost... 


this 


GUIDE 


tells you how... send for it today! 


This handy, fully illustrated guide will prove extremely profitable to you if you 
use, select or buy papers. It tells how to... judge paper properties and their 
value... determine the effect of paper process on total record or letter costs... 
get correct, most economical grade for each specific need . . . choose papers of 


permanence, durability and prestige. 


om 
Since Sigh 00? 
L.L. BROWN 


Record and Correspondence 


PAPERS 


LEOGERS, BONDS, INDEX 
BRISTOLS & LINENS 


—e—_——a es ws 
L. L. BROWN PAPER CO., ADAMS, MASS. | 
Please send me FREE copy of "How To Get Greoter | 
Service and Valve From Your Records and Letters.” | 
I 

| Nome. -_ | 
. Title. — ee:  f 
| Company a ; 
Street I 
| City State 
! t 
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Felt & Tarrant Mfg. Co., 1735 N. 
Paulina St., Chicago 22. Felt & Tarrant 
offers the Comptometer Dictation Ma- 
chine, produced in two combination 
models, each designed for both record- 
ing and transcribing. The machines 
record on magnetic belts which can be 
re-used indefinitely. Controls are lo- 
cated on the microphone, with foot 
pedal controls used in transcribing 
(controls on main unit may also be 
used). Playback through loudspeaker 
is standard; earpieces are used in tran- 
scribing. Remote control of receiving 
unit is an optional feature. A log pad 
is provided for indicating length of 
letters, instructions, etc. Space is pro 
vided for corrections, but these are 
usually made by erasing erroneous ma- 
terial and redictating over it. The ma- 
chines weigh 13 lbs., 14 ozs., are 11% 
in. wide and 9% in. high; carrying 
cases are optional. Price range, $365 
to $420. 

The Gray Mfg. Co., 521 Fifth Ave., 
New York 17. Gray's Audograph and 
PhonAudograph equipment records on 
plastic disks which can be resurfaced 
and used again. According to the com 
pany, disks are usable 50 or more times. 
The maximum continueus recording 
time on a disk is 60 min. Audograph 
equipment includes models for dicta 
tion only, for transcribing only, and 
combination models. PhonAudograph 
equipment is used for network dicta 
tion. Dictating units have controls on 
the microphone, with playback through 
microphone or loudspeaker. Transcrib 
ing units have controls on main unit 
or on foot pedal. Playback is through 
earpieces, with loudspeaker playback 
optional. Playback speed can be ad 
justed, Network units provide for re- 
mote control of receiving units, with 
controls on the handset. 
Units weigh 14 lbs.; carrying cases are 


telephone 


optional. Letter length, corrections, and 
instructions may be shown on a paper 
index strip. PhonAudograph III, a new 
network system, offers voice-activated 
relays. The system can be used with 
existing inter-ofhice telephones or with 
its own telephones and related equip 
ment. Price range, $300 to $929.30. 
Gray equipment is offered also on an 
installment buying plan. 


Infra Electronic Corp., Roseland, 
N.]. Infra offers a line of equipment 
recording on plastic disks which can be 
resurfaced and used again. Maximum 
recording time on a disk is 60 minutes. 
Equipment includes models for dictat- 


ing only (the Director) and for tran- 
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Exclusive! All-Electric! 
A 4-second copy maker! 


pret. 
| PRODUCT OF 
\3 


) RESEARCH 


THE 


COPYING MACHINE 
sToORY 


Simple one-step 
process lets you make pertect copies 


without chemicals or negatives! 


Here is the copy maker that can handle 90% of your office copying! The amazing 
THERMO-FAX "Secretary’’ Copying Machine is All-Electric . . . gives you per- 
fect copies directly from your originals in just 4 seconds! You copy the things you 
need copied most—confidential executive material, letters, news articles, memos, 
orders—right when you need them most for as little as 4%¢ per copy. Exclusive 
All-Electric, one-step process eliminates Chemicals, liquids and negatives forever! 
Brand new cabinet styling compliments any office. Send the coupon below for 
the name of your local dealer and important details on this money-saving way 
to speed copying and communications in your office now. 


Send coupon today tor tull detalis 


ooo 5 


cn Mai Bet Minnesota Mining & Manufacturing Company 
os Dept. KN.106, St. Paul 6, Minnesota 
Send complete details on the time-saving, money-saving 
onan THERMO-FAX Copying Machine. 


Copying Products Nome 


Company 
The terms THERMO-FAX and SECRETARY. are 
trademarks of Minnesota Mining & Mig Co. St 
Paul 6. Minn General Export 9 Park Avenue, 
New York 16. Y. in Canada P O Gos 75/, 


Londen, Ontario 


L eecsenesenascesenenesas 
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There is an Assurance of Quality in the R. C. Allen signature on business equipment... 
an unqualified endorsement of both efficiency and dependability. R. C. Allen Military and 
R. C. Allen Guardsman safes and insulated files offer the greatest choice of protective equipment 
for every need—at competitive prices. Construction quality exceeds most industry standards and 
U.L. label requirements, Whatever your requirements for burglar or fire protection... 


see your R. C. Allen dealer, or write for further information. 


R.C.Allen Business Machines, Inc. 


686 Front Avenue, Grand Rapids 4, Michigan 


TYPEWRITERS + CASH REGISTERS - ADDING MACHINES +: SAFES: FILES + BOOKKEEPING MACHINES 
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scription only (the Transcriber). Dic- 
tating machine controls are available 
on the unit itself and on the micro 
phone. Playback may be through either 
loudspeaker or microphone. Transcrib 
ing machines have controls on foot 
pedal and on main unit, with playback 
through earpieces, or optionally 
through a loudspeaker. Playback speed 
is adjustable. Infra units have an in 
dexing system which records letter 
length, errors, etc., directly on the cen 
ter of each disk. Units weigh 8% lbs., 
with carrying cases optional. Prices: 
$240 per unit, plus accessories. 
Magnedisk Dictating Co., 52 E 
Brink St., Crystal Lake, lil. 


disk equipment records on a magnetic 


Magne 


disk which may be re-used indefinitely 
Controls on the microphone may be 
used to operate the unit remotely, mak 
ing possible centralized dictation by 
means of a network, or dictation from 
an executive’s desk to a machine on 
the sec retary's desk. The system also 
incorporates intercommunication facil 
ities, permitting two-way communica 


tion between the central unit and any 


Tools of the Office 


Magnetic Recording Industries, \\ 
E. 16 St, New York 3. The Voie- 
Master line includes combination mod 
els for both dictating and transcribing, 
models for dictating only, and models 
for transcription only. Network facil 
ties can be provided. Magnetic disks 
are used as the recording medium. 
Each can provide a maximum of 10 
minutes o' playing time on one side, 
and the disks can be re-used an in 
definite number of times. Dictating 
units provide controls on the micro 
phone, with playback through — the 
microphone, Optionally, controls on 
the machine, with loudspeaker play- 
back, can be used, Transcribing units 


are customarily equipped with foot 
pedal controls as well as controls on 
playback 


through earpieces. Loudspeaker play 


the main unit, and with 


back is optional, as is adjustable play 
back speed. Indexing is indicated di 
rectly on the disk. 


7 to 9 Ibs. and are portable; 


Units weigh from 


carrying 


network systems. Price range, $195 to 
$295. 

Miles Reproducer Co., 812 Broad 
way. New York 3. Miles offers a line 
of Walkie-Recordall equipment which 
records on wide plastic belts, the largest 
of which can take four hours of dic 
tation on each side. Much of this equip 
ment is intended for field work and 
recording while traveling It is, there 
fore, portable, and some models are 
concealed in briefcases. Some units can 
be used for both dictation and tran 
scription; some are intended tor tran 
scription only; some can be intercon. 
nected into network systems, Dictating 
controls are usually on the machine 
itself, but microphone controls can be 
obtained, Playback is through a loud 
Spx aker. 
tional foot pedal controls (including 
Playback is 


either loudspeaker or carpieces, and 


lranscribing units have op 


backspacing ). through 
playback speed 1s adjustable, Voice 
activated stop-start unit permits hands 
free operation, (This is an optional 
feature.) Machines have counters for 


indexing. To facilitate portability, units 


remote microphone. A_ light system battery- 


4 by 8 by I] in. Carry 


ng Cases can be provided. The equip 


cases are furnished with some models. are light (8 Ibs.) and are 


indicates when the central unit is avail Equipment can be connected with ex powered, Size 


ible for dictation purposes. 


isting telephone facilities for use as 


FILE GUIDES and FOLDERS 
OPEN SHELF filin 


g 

| Designed to fit 7 

+} various types | 
numeric, alphabetical or any special index- _— 
ing. Tell us your requirements — we can hi... oon 


| of open filing units 
iii supply the guides, folders and indexing 


for 


. available with terminal digit, straight 


you need, 


7 
Double face metal tobs avoil 
able in two sizes. Single face te do the job, including weciel side tabbed 


available in vorious sizes fet folders 


Smead con supply ony style file feider required 


( 


Guides are available in diflerent sizes, with 


we or ongied 


oreiteb _ MAIL THIS COUPON TODAY _ 
THE SMEAD MANUFACTURING CO., INC. 
Hastings, Minnesota 


oe oe oe oe 
plain, metol or insertable celluicid tabs 
of many kinds Locking hooks’ of vari- 
ous types can be furnished for different 
styles of shelving bocks. Please send us your Circular Form 9151 on Open Shelf Filing. 


Nome 


SMEAD MANUFACTURING CO., INC. 


HASTINGS, MINN. 


Address _. 


—— _—— 
LOGAN, OHIO 


Ordered by pert. 2M 
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ih 


ment can be used 


connection with 


existing telephone facilities. Price range, 


$350 to $785, 


Mohawk Business Machines Corp., 


944 Halsey St., Brooklyn 33. Mo- 
hawk’s Midgetape is a pocket-size 
magnetic tape recorder which can be 
fitted with facilities for transcription. 
The unit is battery-powered, weighs 
2% \bs., and measures 1% by 3% by 
$Y, in. Carrying case is optional, The 
magnetic tape is cartridge loaded; 
maximum playing time is one hour, 
but the tape can be re-used indefinitely. 
Controls are on the unit itself, but 
when transcribing, foot pedal controls 
can be used, Playback may be through 
loudspeaker or earpieces. Available 
features include microphone for record 
ing telephone conversations, “pin” 
and concealed “wristwatch” mico 
phones for secret recording, fitted 
briefcase, and throat microphone for 
recording in noisy locations. Price, 
$249.50, 

Ocrlikon Tool & Arms Corp. of 
America, Business Machine Division, 
P.O, Box 3049, Asheville, N.C. Van 
guard line equipment records on mag 
netic paper. A special feature of the 
recording method is that it can make 


Tools of the Office 


a duplicate copy simultaneously. When 
the machine is used in the f 
pany representatives can dictate letters 
mail the original, 
retain a copy for reference. 
netic paper is placed around a rotating 
cylinder on the 


ten-minute capacity at one playing, but 


Recording units can 


the dictating unit are on the micro 
or optionally on the machine 
. Playback may be through micro 
or loudspeaker. 
units may be equipped with foot con 
trols or typewriter controls, 


Letter length and other instruc 
tions may be made on an index strip 


Dictation Systems, 


Peirce offers a line of equipment re 
cording on magnetic belts. There are 
seven basic models in the line, includ 
ing models for dictating only, for 
transcribing only, for both dictating 
and transcribing, and for network 
use. Maximum recording time on a 
belt is 15 minutes, but a belt may be 
used an unlimited number of times. 
Dictating units have controls on micro 
phone, playback through speaker and 
microphone. Transcribing units have 
foot pedal controls as well as controls 
on main unit, playback through ear 
pieces, and adjustable playback speed. 
\ variety of listening devices are 
available. An adjustable automatic 
review feature plays back the last 2, 
3, or 5 words each time the typist re 
sumes transcription. Letter length and 
other instructions are indicated by 
punching holes in an index card. The 
company is now offering a new micro 
phone network system which can in 
corporate from | to 40 remote micro 
phones and from 1 to 14 recording 
units. The remote equipment is de 
signed to operate at distances up to 
five miles. 

Scribe Sales Co. of Chicago, 5022 
W. Madison St., Chicago 44. While 


WHOLESALERS 


| 


2 
\ 
\ 
| 


PLYMOUTH 
RUBBER BANDS 


ed a ¥, seats. 5 


OUTSTRETCH.. 
OUTLAST... 
‘OUTSELL.. 


i Pu MOUTH RUBBER COMPANY, INC. 
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: of times. Units are available for both 7. 
dictating and transcribing, and for 
transcribing only Ei 
% be controlled remot of 
on the unit itself may also be used, 
; Playback is normally through ear 
by means of a marker. Price range, 
$330 to $600. 
. Perce (EEE, sO 455()()s'V.. 
Northwest Highway, Chicago 31. 
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THIS AIRKEM DEVICE ENDED 
AN OFFICE MANAGER’S NIGHTMARE 


That device is an “Osmetrol.” It is designed to vaporize 
special Airkem Odor Counteractants into the air stream of 
an air conditioning system so that occupancy odors will be 
killed. Normally those odors are from « igarette smoke, food, 
perspiration and the many other residues of everyday work, 
living and play. Airker units may be attached to both large 
and small air conditioning systems. Some installations have 
even reduced air conditioner operating costs by increasing 
the use of recirculated air. 


At Gutta Percha & Rubber, Limited, in Toronto, Canada, 
the office was plagued by the odors of rubber and processing 
chemicals. The firm manufactures a wide variety of indus- 
trial rubber products including conveyor belting, all types 
of industrial hose and extruded and molded rubber goods. 
But the air conditioning system sucked in all the odors from 
the operation and made working conditions difficult in the 

office building on the plant grounds. 


Airkem was asked for help. An 
Osmetrol was installed right in the air 


Odor Control is a Profit Builder for 
hospitals, restaurants, bars, con- 
fectioners, paper mills, and many 


er jes and titutions. 
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conditioning system and the change was noticed immedi 
ately. Results were so good that management Commented 
that the odor condition was remedied and working condi 
tions were excellent. Airkem installations are generally made 
to treat less aggravating conditions, although there are 
Airkem odor counteractants to treat such annoying odors as 
fish, sulphur dioxide and even fried onions 


Mail in coupon for free survey or for additional information 
There's no obligation. 


Cr a a ee ee ee ee ee 


Airkem, Inc., 241 East 44th Street, New York 17, N.Y 


Send me more information on: [) Air Conditioner Installations 
General Office and Plant Use 
[} Have Airkem Field Engineer Call 


Name 

Company 

Address 

City Zone 
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Check the waste paper basket! 


. . 
stencils — masters — copies 
In arriving at your duplicating costs, 
have you included the rejects? 


NY fenalax 


is electronic! 
automatic! 


Stenafax prepares your mimeograph stencils—offset paper 
plates « single positive copies with facsimile accuracy * push- 
button simplicity requires unskilled personnel * operates and 
shuts off automatically + fast * economical 

NO CHEMICALS—NO POWDERS-—NO HEAT—NO LIGHT 


Before you buy, get the facts on Stenafax 


TIMES FACSIMILE CORPORATION, Stenafax Division, 


Name 


| 
| 
| Please send Stenafax brochure to 
| 
| Address 


| City & State 


SECRETARIAL CHAIRS 


are instantly adjustable to proper fit by ANY 
USER, and with proper fit comes comfort 
and efficiency .. . are engineered with the 
finest features ever built into office chairs, 
including a patented swivel that never binds 
nor becomes loose or wobbly . . . are available 
in most any fabric or color and all covers 

are easily removed or replaced . . . give MANY 
MORE years of good service for every dollar 
you spend. 


1—Spring-mounted, foam jatex back rest. 
2—Exclusive patented 4—Easy seat height 


molded foam tatex and back adjust- 
seat cushion. ments. 


3—Free-movi swivel; 5—Wide choice of 
Hy wobble or easy-to-remove fab- 
ric covers. 


May we it to you? 


6 Cramer Posture Chair Co., aed OM 
6 1205 Chartotte, Kansas tity's 


Please have a Cramer pat call for & demonstration of 
6 Cramer Chairs in my office 


Hotel Biltmore 
Arcade, 43rd St., and Madison Avenue, New York 17, N. Y. 


- 


‘ City. Zone. State. 


For More Information 


From Advertisers 


Use Readers’ 


CRAMER POSTURE CHAIR CO., INC. 


Inquiry Coupon on Last Page 


Tools of the Office 


details of current products were not 
available at press time, Scribe has 
manufactured a varied line of dictating 


and transcribing equipment using 
magnetic tape as the recording medi- 
um. The tape is carried in magazines, 
to facilitate rapid loading and unload- 
ing. Magazines have a maximum re 
cording capacity of 30 minutes or one 
hour, depending on application. The 
tape can be re-used an indefinite num- 
ber of times. Machines in the line 
include models for dictating only, for 
transcribing only, and for both dictat- 
ing and transcribing. Dictating equip- 
ment is equipped to provide complete 
controls from the microphone. Since 
the magnetic principle is used, cor- 
rections can be made by redictating 
over erroneous material. Letter length 
and other information can be indicated 
for use of the transcribing typist. 

The SoundScriber Corp., 146 Mun- 
son St., New Haven 4, Conn. The 
SoundScriber line employs plastic disks 
as the recording medium. Disks have 
a maximum recording time of 30 min- 
utes. Machines are offered for dictating 
only, for transcribing only, and for both 
transcribing and ¢ Sctating, Some models 
can be used for network dictation. The 
new “200” is a portable which uses 
the same type of disks employed on 
standard equipment, making it “com- 
patible” with all equipment in the 
line. Standard dictating units have 
controls on microphone and on ma- 
chine, playback through microphone 
or loudspeaker. Where equipment is 
used remotely, dictator has complete 
control of receiving unit. Transcribing 
units have controls on foot pedal and 
main unit, with playback through ear- 
pieces. A Soft Speaker may be used 
in transcription; this unit is not worn 
but is placed reasonably close to the 
ear. Playback speed is adjustable. 
Letter length indications and other 
instructions are made by spacing the 
grooves on the disk, to prevent loss of 
instructions in routing. The portable 
“200” weighs 6 lbs., measures 2% by 
6% by 10 in., and is self-contained in 
a case designed to be carried. Mail 
Chute disks, holding 15 minutes of 
dictation and designed to be mailed 
in ordinary envelopes, may be used 
with this machine. Price range: $275 
(for the portable unit) to $550 (for 
central network recorder). 


Webster-Chicago Corp., 5610 W. 
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Bloomingdale Ave., Chicago 39. Web- 
Model 228 


combination dictating and transcribing 


cor has discontinued its 


machine, which used magnetic wire. 


New at the Business Show 
(Continued from page 72) 
Printing Calculator 
Victor Adding Machine Co., 3900 
N. Rockwell St., Chicago 18, will pre- 


sent its Automatic Printing Calculator 


which adds, subtracts, multiplies, and 
divides automatically. Other features 
include total transfer key, automatic 


credit balance, etc. (S-23) 
Automatic Collator 
The Macey Co.’s line of automatic 


collators will be exhibited jointly by 
The Harris-Seybold Co., 4510 E. 71 


ma. 


St., Cleveland 5, and Pitney-Bowes, 
Inc., Walnut & Pacific Sts., Stamford, 


Conn. Machines can gather “up to 


(S-24) 


+,000 sets per hour.” 


futomatic Writing and 
Computing Unit 


Friden Calculating Machine Co., 
Inc., San Leandro, Calif., which will 
show a number of machines for inte 


grated data processing, has brought 


out its Model ¢ Computyper, a com- 


OCTOBER 1956 


pensively to its Voicewriter dictation 
machines, permitting the executive to 


bination of a calculator and electric 


typewriter, equipped with tape punch 


and reader, for automatic writing and 


(S$-25) 


computation of data. 


communicate 


Combination Intercom-Dictating Unit tary. 


A. Edison, Inc., West Or 


J., is showing a new device, 


Thomas 
ange, N. 
as “Executive Call,” by which 


added 


NEWEST TREND IN 
PAPERWORK SYSTEMS 


Weber Stencil for addressing 
shipments can be cut as part 
of your paperwork procedure 


known 


intercom facilities can be inex  e 


Two jobs must be done before your prod- 
ucts can be shipped — paperwork must be 
prepared and containers addressed. Here 
are several modern Weber systems for tying 
the jobs together at savings in time and 
effort. 


Key to the efficiency of these systems is the 
Weber stencil which is cut as part of your 
order-invoice writing procedure and be- 
comes your shipment addressing master 
This inexpensive paper stencil can be cut 
as a by-product of your forms writing on 
automatic equipment, or separately. Re- 
gardless of your paperwork procedure or 
equipment used, you can integrate the 
Weber stencil. And once it’s been cut, it's 
ready to address labels, tags or use directly 
on cartons with Weber hand 
machines. 


devices or 


Look into the remarkable advantages of 
these Weber marking systems right away 
See the coupon below. 


INTEGRATED DATA PROCESSING EQUIPMENT, such as 


user's paperwork system 
any modern forms procedure 


Stencils can be adapted to practically 


with his secre- 


(S-26) 


directly 


Marking Device 


Speedry Products, Inc., 91-31 - 121 


Richmond Hill 18, N. Y., will 


BYPRODUCT Weber Tab-On Stencil is 
tabbed over ship-to area of your invoice, 
bill-of-leding of shipping forms and cut 
at a by-product of the torms writing. In 
one typing, addressing master and forms 
are prepared with customer's address 


CONTINUOUS STENCIL Weber Continy 
Matic Stencils, mounted in continuous 
form on marginal punched carrier sheet, 
are cut quickly and eatily on typewriter 
aviomatic tabulating equipment, and 
other punched-card and tape operated 


machines 


CUSTOMER'S ADDRESS «© om 
printed directly on cartons with 
Weber stenci! hand device. This 
popular addressing system is 
fast, neat and systematic 


Flexo 
writer (left) and Teletype (right) eavipment, and other punched 
card and tape operated machines cut Weber stencils as part of 


T weeer MARKING SYSTEMS + Dept |7/ 
| Mount Prospect, Ilinois 1 


Wi b Marking | () Please send information on Weber Stencils ana how | 
e er Systems they can simplify our shipping paperwork procedure | 


Name 
Div. of Weber Addressing Machine Co Inc, Fire 
Mount Prospect, Illinois 

Creators of systems for addressing ond 
marking labels, togs ond containers 


« 
street 


I City 


For More Irformation From Advertisers Use Readers 


State 
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BOWL 


Modern office management de- 
mands the right materials to hit peak 
efficiency and economy in routine 
work. And smart management has 
found SEA FOAM the RIGHT MA- 
TERIAL in lightweight paper. 


Because it handles smoothly, lies 
flat and gives maximum number of 
copies at one typing, Sea Foam is 
the ideal sheet for increasing secre- 
tarial efficiency. 


Personnel prefer it, too, for all 
kinds of office forms. Sea Foam’s seven 
colors speed channeling of forms, 
reduce time-consuming handling. 


Secretaries and printers alike have 
long preferred SEA FOAM. You will, 
too, Next time you order second 
sheets, inter -office correspondence 
sheets, or multiple office forms, speci- 
fy SEA FOAM and economize while 
you step up efficiency. 


* 


For samples ef SEA 
FOAM—write on your 
letterhead, Dept. OM-6, 
Brownville Paper Co. 


Brownville, N.Y. 


” 
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show its magic Marker, a throw-away 
bottle marking device with a felt tip 
designed to permit fine, medium, and 
bold marking with a quick-drying ink. 

(S-27) 
Klectric Calculator 
Plus Computing 


Beekman St., New 


Machines, Inc., 5 
York 38, plans to 


show new models of its Simplex Elec 
tric and Duplex Electric Calculators, 
featuring electrified and fully motor 


(S-28) 


ized subtraction. 


One-Step Black-On- White Photocopier 
Fitth Ave., 
New York 1, plans to exhibit its Duo 


matic unit, which can make black-on 


Duophoto Corp., 246 


New at the Business Show 
Stapl-A-Matic 


pling machine, using preformed sta 


automatic electric sta 


ples, which operates automatically when 


material is fed into its throat. ($-30) 


Office Paper Cutter 
Michael Lith, Inc., 145 W. 45 St, 
New York 36, has announced that its 


Office Paper Cutters are to be shown 


in two new sizes, one handling widths 
to 8% in., the other taking widths to 


20) in. (S-31) 


white photocopies in a single step, 


and which can also make diazotype 


transparencies and can process mate 


rials tor offset duplic ating. (S-29) 
Klectric Stapling Machine 

The Staplex Co., 776-778 Fitth Ave., 
Brooklyn 32, N. Y., will exhibit the 


High-Speed Calculator 
Marchant Calculators, Inc., 


Oakland 


8, Calif., will exhrbit several calcula 
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gummed, 
labels 


DUPLISTICKERS, 
DUPLISNAPS and 
DUPLIQUIK 


perforated mailing 
in sheets, 


Make as 


many copies as you want! 


Duplisnap — 
Carbon 
interleaved 
Mail-Aids. 
Made in sets 


of 2, 3, 4, 5, 


and 6 sheets. 


Interleaved 
with smudge 
resistant 
carbon. For 
use with 
typewriter. 


Duplisticker 
Mail-Aids, 
for type- 
writer and 
mimeograph. 


Dupliquik 
Mail-Aids, 
Special 
stock for 
use with 
**spirit”’ 
or*‘liquid’’ 
process 
duplicating 
machines. 
Can also 
be used 
with type- 
writer. 


For complete details send for your free 


copy of 
free samples 


Speed Your Mailings with 


EUREKA SPECIALTY PRINTING CO. 


524 ELECTRIC ST 


SCRANTON 9, PA 


OCTOBER 


1956 For 


More Information From Advertisers Use Readers 


tors, including this Rapid Multiplier, 
Model RX, 
speeds considerably higher than other 


(S-32) 


designed to operate at 


fast Marchant machines. 


Fluorescent Desk Lamp 
Luxo Lamp Co., Tuckahoe, N. Y., 
desk 


will show a line of fluorescent 


lamps featuring “balanced spring” 


construction tor case in positioning 


The lamps are of steel. Similar models 


| 


lights are also listed. 


($-33) 


lor in ande seent 


futomatic Multiplying Machine 
Alma Office Machine Corp., 34 1} 
40 St.. New York 


16, offers the new 
Italian-made l.verest 


“Multirapid 


, . nlie y ty) 
Printing Multiplier, featuring fully au 


tomatic multiplication by means of a 


ct ke ima! 


(S-34) 


telephone-like dial, and corre 


placement 
klectrone Typewrites 

Machine , 
Ne Ww York 


items de 


International Business 


0 Madison Ave., 


“ i] show 


( Orp., 


! 
several of; the new 


scribed in the lutomation in the 
Office section of this issue (see page 
42), including the new = electron 
typewriter, which tabulates itself auto 
matically n response to metallic ink 


I 


printed on business forms, and Auto 
matic Production Re ording equip. 
ment. (S-35) 


Stencil Duplicator 
Corp., W Mi 


Ly ae 


Gestetner Dupli ator 


Ave., Yonkers 


expects 


I “an } 


Inquiry Coupon on Last Page 


C.C.MOKUM SOLVES ANOTHER 


COFFEE BREAK 
‘PROBLEM 


by ALCAPP 


OUTPUTS -<©8// - SINKING ~ 
AND SO ARE THE BOYS/7 


COMPLETE CONTRO 


MOKUM IS TH’ NAME, 


GROANN/’- 
HOW CAN Wt 


THIS 
SLUMP? 


COFFEE IS MAH 
GAME. £7 


THET RUDD-MELIKIAN 
COFFEE DIGPENSGER’LL 
GIVE *EM A QUICK 
LIFT, WITH DEE-LIGHUS 

KWIK-KAFE’ COFFEES 


ee 


Rudd-Melikian coffee 


are a Valuable production tool 


Convenient 


dispensers 


Efficiency goes 
up, accident rates go down. Delicious, 100% 
pure Kwik-Kafé finds favor with employees 

helps them keep alert on the job in offices of 
plants of 


chocolate and a 
variety of other beverages available 


fx 
/ eu} ) 
Please send me & copy of booklet 16K explaining 
how te contro! the coffee break with A.M dispensers 


every size. Hot 


RUDD-MELIKIAN, INC. 
Hatboro, Pa. 


Name 


Firm 
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The Famous 


ACCO 
PUNCHES 


No’s. 10 and 110 


OLOR is in fashion! And you'll 

find new eye appeal, new style 
attraction, in these famous Acco 
products. We've dressed the already- 
most-popular Acco Punches $10 and 
{110 in your choice of five colors in 
addition to the standard gray finish. 


Every office needs at least one Acco 
Punch and now you may suit your 
color fancy, match your decorative 
scheme, or identify each punch with 
its proper desk location by selecting 
from Fireman Red, Pastel Blue, 
Pastel Green, Frost Green (Mist 
Green), Frost Tan (Desert Tan). 


Ask your stationer to show you these 
top quality, versatile, colorful new 
Acco Punches now—or if he hasn't 
yet secured a color assortment, write 
us his name and we'll see that you 
are supplied. 


ACCO PRODUCTS, Ine. 
Ogdensburg, New York 


in Canada: Acco Canadian Co., Lid., Terente 


to show its Model 260 stencil duplica 
tor, a twin-cylinder, silk screen-type 
stencil duplicator, using paste ink in 


tubes for clean, even, dial-controlled 


(S-36) 


ink distribution. 


Ten-Key Adding Machine 

Johnston Adding Machine Co., 
13343 Sherman Way, N. Hollywood, 
Calif., offers two ten key electric add 


ing machine models, one with eight, 


the other with ten columns, providing 
single-stroke total and automatic credit 


balance printed in red. (S-37) 


Facsimile Transmitter 

Time Facsimile Corp., 540 W. 58 
St., New York 19, will demonstrate its 
new Times Faxwriter Model RLM, a 


drum type transmitter de 


facsimile 
signed to transmit written, drawn, or 
printed material by wire to remote re 
ceiving units, using the facsimile prin- 


(S-38) 


ciple. (Picture on page 76.) 


For further information on 
products shown in this section, 
use inquiry coupon on page 124. 


For More Information From Advertisers Use Readers’ Inquiry Coupon on Last Page 


Scientific decisions 
(Continued from page 41) 


with the problems behind the symp- 
toms. They wanted a quick surgical 
operation.” 

Perhaps because many executives 
are this way, L. L. Colbert, President 
of Chrysler Corporation, was led to 
note that industry needs men with 
new ideas and men with their eyes 
on the future. Never before has it 
become so apparent that it is men with 
imagination who keep a company 
competitive. Many are like a crew in 
a racing shell; in fighting to win the 
race they are looking backward and 
oaring forward. This is proper in a 
boat race, but it is not conducive to 
sound decision making in 


ment, 


manage 


The scientific attitude has two facets. 
On the one hand there is what we 
see and look for as the executive or 
supervisor attempts to know people. 
The scientific executive in his “labora 
tory” of people observes certain sub 
jects and processes and the manner 
in which he observes them is guided 
by several principles of observation. 
These principles that are relative to 
human and social relations were called 
the principles of socio-perception and 
were discussed in previous articles in 
Office Management. But no less im- 
portant is the mental attitude that the 
scientific executive has as he proceeds 
What 


and how he observes is influenced by 


to observe his subject matter. 


his frame of mind; his mental disposi 
tion, the opinions he holds, his whole 
“thinking nature.” 

The way in which one’s frame of 
mind affects what the individual ob 
serves and the way in which he ob- 
serves it, is illustrated by a case where 
two supervisors viewed differently a 
worker who was not doing anything. 
One supervisor, who basically believed 
that workers were good and sincere, 
saw the idle worker as taking a well 
deserved rest pause while the second 
supervisor, who believed chat workers 
were basically lazy and inclined to do 
as little as possible, saw the idle worker 
as one who was loafing. The two su- 
pervisors received the same worker’s 
behavior differently because they had 
different attitudes concerning workers. 

An attitude, a frame of reference, 
represents the individual’s predisposi 
tion to see certain things that are not 
seen by others. We all do not observe 


the same things in a given instance 
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because we have different predisposi- 
tions to see certain things. Some things 
are relevant to some people and irrele 
vant to others. Most generally, attitudes 
make us sensitive to events that we 
might otherwise overlook. They mav 
also be responsible both for the neglect 
of contemporary facts and for special 
interpretation of them. 


For example, conservatism and rad 
icalism are two extreme kinds of atti 
tudes. People with these different at 
tidues have different opinions about 
the same facts. An observer can pre 
dict quite accurately what a man’s 
opinion of labor legislation will be if 
Many 


supervisors and executives appear to 


he know’s the man’s attitude. 


hold conflicting opinions about what 
are good and bad human and social 
relations. Such apparent contradic 
tions in thinking are not always due 
to lack of intelligence, as is frequently 
supposed. Rather, they are made pos 
sible by the development of certain 
attitudes. With the proper attitudes 
as a background, intelligent people 
can reconcile what to others are ob 
vious contradictions. Things are seen 
differently because of different atti- 


tudes. 


We are probably all aware of what 
constitutes an attitude of superiority 
and an attitude of inferiority. Of what 
then does a scientific attitude consist. 
One might say that a scientific attitude 
is merely “common sense,” which may 
be described as a common view held by 
everyone. Everyone 1s supposed to 
believe “common sense” because what 
is believed is self-evident, apparent. 
Many office supervisors and executives 
call it just “Plain old-fashioned horse 
sense.” The high regard for the “com 
mon sense attitude’ comes about be 
cause so many things in life possess a 
high measure of reasonableness and 


plausibility. 


However, common sense is the arch 
enemy of screntil« attitude because it 
is more “simple” sense than anything. 
Common sense is not usually very 
common. Most of our understanding 
is mistake-ridden because we are 


pre 


pared to see everything as simple and, 
thus, we understand only the most ir 
relevant things in life. Simple sense 
has been responsible for such state- 
nents as out of sight is out of mind,” 

are i}] 


es ure bas 


equal,” “financial incen 


to human motivations,” 
et The errors in these Statements are 
not usually apparent to people who 


rely upon simple sense. 


OCTOBER 1956 


There is nothing that is simple truth 
because simplicity is not truth and 
truth is not simple. The so-called self 
evident truths about human relations 
are usually evident to the self and, 
then, evident only because the self is 
predisposed to view simple things. 
Before such people as Galileo, Newton, 
and Einstein could discover their pro 
found theories they had to rid them 
selves of their simple sense. It is truc 
what they discovered was easily under 
stood but these discoveries were based 
upon refuting what appeared self 
evident. 

Simple sense attitude toward human 
and social relation problems is very 
similar to rubbing on an ink spot with- 
out a blotter; it spreads with the appli 
cation. The first prerequisite of an 
office executive in adopting a scientilx 
attitude in his observing and dealing 
with people is to take nothing for 
granted and grant nothing simplicity. 
Before he can begin to be at all critical 
and reflective, he must dispel the many 
notions and opinions which he has 
long been accustomed to regard as 
wholly true on their own account. He 
believes them because he has never 
found, or even sought, any reason to 
When he 
his attitude toward people and their 


problems can proceed to become more 


doubt them. realizes this, 


scientific. 

In the concluding portion of this ar 
tucle, which will appear next month, 
Professor Jennings considers the effects 
of fatalism and bias on objectivity and 
suggests ways of developing the scien 
tfic attitude. 


American U. to repeat 
electronics institute 
The American University of Wash- 
Vhird 
Electronics in Man z 
ment, which will be held Novemb 


12-16. The 


executives and management 


ington, D. C., has announced its 
Institute on 
program is designed 
and will include such phases 
subject as planning, procedures, org: 
financial consi 


! 
izalion, personnel, 


tions, and executive problem 
I 


Manpower Ine. opens 
European offices 
Manpower, Inc., which specializes in 
supplying temporary hel 
offices in London and Paris. The Lon 
don address is Manpower, Lt Kent 
House, 87 Regent St.; the s ad 
dress is MAS, 91 Rue de Prony. 


p> ha opened 


For More information From Advertisers Use 


New Booklet tells... 


How to 
Increase 


LETTER 
PULLING POWER 


The effect of a personally 
typed letter cannot be de- 
nied. A typewritten appeal of 
the right sort, on any worthy 
product or service, means 
success. The only question is, 
how can the cost be held 
down within the range of the 
item you are promoting? 
Auto-typist provides the an- 
swer. 


How to use individualized 
Auto-typist letters is thor- 
oughly discussed in the book- 
let. Proven techniques of 
letter writing, follow-up and 
general correspondence are 
covered, also. Fill out the 
coupon to receive your copy. 


World's Largest Manufacturer of 
Pneumatic Typing Equipment 


AMERICAN AUTOMATIC 

TYPEWRITER COMPANY 

Dept. 1410 

2323 North Pulaski Road, Chic ago 39, iil 
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Name 


Company & Title 


Address 
City lone State 


Readers’ inquiry Coupon on Last Poge 11% 
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Before you BUY 
Visible Equipment 


Sig-Nalok® 


FEATURE |SiGpyF 
T Tocking venal 
Lasily moved signal |Y 0. Pocket with wire and acetate lug | 
Protected pocket y Vill. Pocket lug riding on rat 

Pocket tight to ug M44MI2. Frictionless shift of pockets 
Positive visebility IM 13. Pertect layback of pockets 


tase of insertion =| 14 Roller suspension side 
Quality v 15. Group shifting of pockets 
b. Price ‘ 16 Greatest card capacity a 


PATENTED 


Effective Tools for 
Effective Management 


WASSELL ORGANIZATION, INC. 


Westport, Conn. 


' Please send free Booklet on SIG-NA-LOK ' 
‘ 
4 Name 
§ Company ' 
‘ ' 
i Address 

' 
' City State om 4 
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wermime (Onerms 


ereevetion 


Pea visiste | 
VISUAL CONTROL PANELS 


Chart Action, Indicate Trends, 
Permit Comparison, Organize Facts 
for Analysis and Decision. 


Complete flexibility with limitless signal- 
ling and charting possibilities . . . Easily 
adapted to your individual records. 


Lightweight panels contain clear plastic 
tubes which are individually removable 
and may be shifted from one position to 
another ... Clarity of tube provides full 
legibility of contents. 


Ask the man from Acme for examples. 


CME VISIBLE RECORDS, INC., Crozet, Virginia 


[-] Send us more information on Visual Control 
Panels 


["] We are interested in Acme Visible equipment 


for __fecords. 
Kind of record 


Compeny Attention mince 
Address — 
a Zone Stote___ 
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Human relations— 


(Continued from page 35) 


ofhce, will continue to be the most 
significant factor in its work. It be- 
hooves a management trying to gain 
clerical efficiency to keep this fact in 
mind. People are one of the two vital 
elements of clerical production, The 
other is system design. 

What is the basis of a good human 


relations program for the ofhce? 


It starts at the beginning with the 
chowe of people to work at particular 
jobs in the office. A worker may be 
excellent at one job, but may turn in 
4 poor performance on another. Hy 
may do so either because he is ade- 
quate tor the job at which he does 
badly, or alternately, because he is too 
high-powered for a routine and un 
challenging job. So the first criterion 
for a good human relations program 
in the office is selection of the proper 
type of person for each office job, with 
the full realization that the office 
doesn’t need high-powered people for 
low-caliber jobs. 

Following selection should come 
testing. If a department needs a par 
ticular type of worker—a stenographer, 
say, and alerts personnel, personnel 
should know the work of that depart 
ment well enough to realize what 
other qualifications beside stenography 
may be valuable. Does stenographic 
work in the particular department 
call for the performance of other duties 
requiring a fairly high degree of re 
sourcefulness and ingenuity? Or is it 
absolutely routine? Armed with this 
knowledge, personnel can make a 
much better choice between two equal- 
ly competent stenographic applicants. 


Training is the third element o 
Ss 


proper personnel selection and assign 
ment, The company that simply 
throws a new worker into a job with 
out any type of formal indoctrination 
merely handicaps itself. It will take 
that worker just so much longer to 
learn what he is expected to do; he 
will be just that much more nervous 
and lacking in confidence during his 
acclimatization. There is always the 
possibility that, in the process ol pick 
ing up his work pattern in a disor 
ganized and haphazard manner, he 
will learn the wrong pattern. 

Proper placement. When new jobs 
open, the tendency in too many com 
panies, even though they may have 
fairly adequate and well-organized 
selection and testing procedures for 


new incoming personnel, is to promote 
the person who has seniority or who 
has the best work record in a lower 
level job. This is, of course, much 
more true in the low-level jobs than 
it is in executive positions, but that 
doesn't make it any less short-sighted. 

If anything, it may be more danger 
ous. An inefhcient supervisor is much 
less easy for management to spot than 
is an inefhicient executive. And promo 
tion based on seniority or on efficiency 
at a routine task under supervision is 
going to produce a lot of inefficient 
supervisors. So placement should be a 
carefully considered procedure for pro 
motion within the company as well as 
for original assignment to a job in the 
company. 


Finally, there should be some formal 
program of training in human rela- 
tions for the supervisors under whom 
the great majority of clerical personnel 
do their work. Comparatively few 
well-run factories would think of pro 
moting a worker to foreman without 
taking into consideration his qualities 
as a leader. Furthermore, most pro 
gressive factories today would see to 
it that a man selected as foreman was 


given some type of extra training in 


IT PAYS to moke your invest- 


ment a solid one to get the kind 
of top, through-and-through quality for 
which Indiana Desk is famous. Every 
desk bearing the “ID" trade-mark is a 
desk you can display with pride. Extra- 
fine, extra-durable woods are carefully 
styled to reflect the newest trends, then 
finished with ‘ID’ craftsmanship. For 
solid quality — make Indiana Desks 
your solid choicel 


Before you decide: see your 

nearest Indiana Desk dealer. 

A post card will bring you his 
ens none Mame by return mail. 
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BE SURE TO TRY these new, superior 
size, superb quality Weldon Roberts 
Erasers which replace smaller sizes. 
You'll be sure to be convineed of their 
research-and-use-proved PLUS VALUES: 


e Larger Use-Surface, 2 to 3 
Times the Wear 


Easier to Hold 


- Less Likely to Be Lost or 
Mislaid 
Easier & Quicker to Find on 


Desks and in Drawers 


(Actual Sizes Shown) 


MADE IN NEWARK, U.S.A. 


Titian - RS) —- Rubber 


Weldon Roberls 


| NO. 1010 ’ 
HEXO CLEANER 


an Sat i ee ~ wis din 


This office chai 
passes floor test 


Quick way to judge an office chair is to glance at the 
floor around it. 

Is the rug ruffled, discolored, or deeply lined? Is the 
floor marked, gouged, disfigured? If so that chair isn't 
riding on Bassick casters — because Bassick’s first job 
is protecting floors. 

The General Fireproofing Company’s handsome alu- 
minum chair, above, is equipped with smooth-rolling 
easy-swivelling Bassick Diamond Arrow casters. Look 
at the clean unmarred floor around it. That's how 
Bassick casters keep floors looking. 

Next time you order furniture for 
your office specify Bassick-equipped 
chairs. But don’t wait till then, Put 
Bassick Diamond Arrow casters on genera! use and ' weniects 
your present office chairs and furniture rer -— ogy ay tage atten Ret 
THE BASSICK COMPANY, op Seen Pe meee © 
Bridgeport 2, Conn. In Can- _ 
ada: Belleville. Ont. + WELDON ROBERTS RUBBER CO. 

p 365 Sixth Avenue Newark 7, N. J. 


World's Foremost Eraser Specialists 


Weldon Rofeals Gnanan 
HEXO-iIOIO-CLEANER 
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= . 


NO. 444 NILE «,,... 


er f fine quality mer. For 


1 tor art and 


Weldon Roberts Enanan 
444 NILE "4s 


Hard composition or soft rubber 
tread is available on Bassick 
double ball bearing Diamond 
Arrow casters. Construction to 
fit any chair leg. 


Correct Mistakes in Any Language 


A DIVISION OF 
HARING MORE KINDS OF CASTERS «© MAKING CASTERS OO WORT 
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human relations designed to make him 
even better qualified to act as a leader 
for his work group. 

This situation is almost unheard of 
in the office, with the result that we 
have whole areas commanded by super- 
visors who may be good at the basic 
clerical work of the area, but have no 
qualifications at all as leaders. Purther 
more, even those who have been pro 
moted on some more thoughtful basis 
than their length of time in a sub 
ordinate job have never had formal 
human relations training to bulwark 
the leadership qualities they might 
have. 

And nearly everything that has been 
done in the human relations field in 
the office has been done in the same 


Loves 
Eraserstik 


No mistake about it—this 
gleaming white-polished 
EraserStik makes all the 
difference between —‘'Nice 
work, Miss Jones!” and an 
angry rebuke. 


Because EraserStik erases | 
without a troce, leaves no 
ghosts to give the Boss fits. 
No wonder every Secretary 
and Typist in our office is in 
love with her EraserStik, 


Remember, it isn't a gen- 
vine EraserStik unless it has 
the A.W. Faber imprint. Call 
your Stationer today. 


wee usa.7O99B 


ALL SERVIC 


ERASER TIK TE TERACD vs.a.7099 
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SERS TIK < 
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A.W. FABER-CASTELL 


PENCIL CO INC. NEWARK 3.N J | 
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haphazard fashion that has caused the 
system bottlenecks existing in so many 
offices today. 

This extract from Mr. Fairbanks’ 
new book will be continued in the 
November issue of Office Management. 
The author will discuss the basic prin- 
ciples involved in planning the human 
relations program. 


Automation— 
(From page 43) 
stac k 


particularly vicious series of attacks on 


cess arm into the resembles a 
the stack by some monstrous and fear 
somely persistent insect. 

The design of the stack permits the 
storage of 5,000,000 digits of informa 
tion in a relatively compact space. 
IBM considers that the availablity of 
this volume of data at the high speeds 
that are now possible is particularly 
significant because it makes possible 
a practical business system based on 
the concept of “in-line” data handling. 

The term “in-line” is used here to 
describe transactions which are carried 
through from start to finish in one 
operation or series of operations. This 
approach contrasts with the “batching” 
concept in related transactions 
(“batched”) for what 
might be called “assembly line” han- 
(This is the used in 
punched card work.) While batching 


represents an efficient method of proc 


which 
are grouped 


dling. method 


cessing information, the status of any 
one transaction cannot be known until 
all of the batched operations have been 
completed. 


-Waiting time eliminated 


In in-line processing, however, it is 
possible to determine the status of 
any transaction as soon as it has been 
handled, without waiting for the prox 
of all data 
operation, 


essing covering a day’s 


Thus, when a company hills an order 


from its warehouses by the in-line 


method, the revised inventory figures, 
data, 


accounts receivable 


sales totals, 
totals, and 
information can be known the 


area or individual sales 
other 
moment the transaction has been en 
tered in the machine. It is no longer 
a day’s or 


necessary to wait until 


week's operations have been proc 
essed by conventional 

The RAMAC unit shown last month 
is being field tested by the U.S. Navy 
at the Naval Supply Center, Naval 
Operating Base, Norfolk, Va., and by 


batching. 


other United 


States. The system uses inputs from 


organizations in the 


punched cards and can provide out- 
puts to punched cards and to a printer. 
It has computing facilities capable of 
high-speed calculation and other func- 
tions. It uses a magnetic drum for 
“working storage” of data and a mag- 
netic core buffer memory. 

The unit is controlled by means of 
a console. 

Whenever 


desired from the system, the operator 


current information 1s 


may interrogate it by means of a 
“transmittal keyboard.” The answers 
are immediately typed on an automatic 
typewriter keyboard. 


Uses for RAMAC 


IBM lists the following as typical 
applications of RAMAC: Billing, in 
ventory, sales analysis, and updating 
accounts receivable. Payroll and labor 


distribution. 


Inventory control and 


requirements planning. Budget and 


appropriation accounting. Production 
control. 

(3) The RAM 650. Basically this 
system is an IBM Type 650 Magnetic 
Drum Data Processing Machine (a 


medium-sized computer) which has 


COSTLY RE-DRAFTING OF 
ORGANIZATION CHARTS 


STO 


COFFIELD 
EVERLASTING 
Intencl. 
ORGANIZATION 
CHART 


EASY TO CHANGE ; 


A wpist, a typewriter and typing paper are all you 
need to keep your chart up to date. It's that simple! 


+ Sizes to Fit Any Organization Structure 

* Eliminates All Costly Drafting 

* Photographs for Sharp Prints 

* Invaluable as a Visual Training Aid 

+ All Parts Are Movable and Re-usable 

+ Selves Your Chart Problem Forever 
Write for Free Ilustrated Folder 
with Price Schedule No. OM-10 


MANAGEMENT CONTROL CHARTS CO. 


1731 N. WELLS ST. CHICAGO 14, ILL. 
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been expanded by the addition of RAM 
random access memory units much like 
that used in the RAMAC, 
ployed in the RAM 650 have a capac- 
6,000,000 digi.s. 


Units em 
ity of Since up to 
four such memory units may be con- 
nected to the RAM 650, the system 
24,000,000 


digits of information. This is consid 


has immediate access to 


ered equivalent to the data stored in 
300,000 punched cards. 


As with RAMAC, the RAM 650 


may be interrogated to obtain current 


a set of 


information. Typewriters at remote 
stations may be used for this purpose. 
Up-to-date answers are automatically 
typed out on the interrogating ma 


chine imme diately . 


In addition to its random access 
features, the system has the computing 
facilities of the standard Type 650. It 
is considered especially suitable for 
billing and inventory control, and for 
piecework payroll work 
Like RAMAC, it is de 


signed to introduce the in-line princi 


computing 


and costs. 


ple into new areas of business, for 
the purpose of providing more precise 
control of operations. 

(4) Automatic Production Record 
ing equipment (APR). APR equip 
ment is intended primarily to record 
production data necessary to the con 
trol of manufacturing operations. 


Sixteen basic components 


An APR system may be made up 
from a group of sixteen new basic com 
ponents, Readings can be taken from 
such devices as strain gauges, mechan 
ical or electronic sensing devices, vari 
able voltage devices, thermocouples, 
and the like. This makes it possible to 
introduce automatically into the data 
handling system such information as 
revolutions 


temperatures, pressures, 


per minute, and numbers of items 
Other 


means of 


processed, information can be 


entered by manual input 
units, printing card punches, remote 
typewriters, pre-punched card readers, 


and other equipment. 


The system is designed to obtain in 
formation for such purposes as ac ount 
ing, quality control, and production 
control. It is highly flexible because of 
the Variety of components that may be 
coordinated in a particular installation. 

Information can be recorded in 
punched cards and pun hed tape, and 
reports can be printed out on automatic 


typewriters, which may be located 


slong the produ tion line as required 


for the use of supervisors. 
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Companies everywhere are gaining additional 


space with this new filing system that 


can double the capacity of your present 
filing department! Besides space-saving, 


filing is faster, easier, more efficient 
and more accurate — all at 
great economy in cost 
and operation. 


“TWICE AS 
MANY 
RECORDS IN 
THE SAME SPACE" 
or “SAME AMOUNT 
OF RECORDS 
IN HALF THE SPACE!" 
Write Today for Free 
Terminal Digit Filing Manual 


For More Information From Advertisers Use Readers 


Makers of Papers For Business Revords Since 1863 


u> 
g° Pee eree @ © ee ceaeees Cee eee 


BYRON WESTON COMPANY 
DALTON, MASSACHUSETTS 


a 


# 


ta ae Ree re 


Visi-Shelf File, Inc. Om.10 


! 

4 105 Reade Street New York 13, N. Y. 
{ Please send the following 

i File Survey Form 

1 Manual on Terminal Digit Filing 
i Catalog & Name of nearest distributor 
| 

! 

! 

i 

I 

' 

? 


OS 
TY dvidiitin dp i Goasm@anates eae 


AGO 20 wacom 


Inquiry Coupon on Last Page 117 


ii 

i 

ee fe , 

—_—— id 

ey 

——— Pe 

a Gy 

i eae J 

a 

eS “eg k 7 he 

|  ittakesa — Von* oe 

ee am f 

os hy ' 

— shelf J 

* "Aa 2 : 

PC a “ig a: % 

es 2 

8 si 

' So 

: a. 

' ." 

' « 

} 

* - $ 4 

ee Jt i 
Po OO ee “ae 

fi Wy 


NOW! cowesr pricep 
(Complete) ALL-PURPOSE 


PHOTOCOPIER. 


io f 


2 


CONTOURA™-CONSTAT™ is the ideal 
photocopier for use in the office or as 4 
portable copier carried like a briefcase 
right into the field. Gives you sharp, black- 
on-white, photo exact copies of correspond- 
ence, charts, diagrams, magazines, bound 
book pages—aenything printed, written or 
drawn including pencil and all types and 
colors of ink in seconds and for 
pennies! May be used with diazo process 
equipment. Write today for descriptive 


y bulletin and name of your nearest distributor. 
F. G. LUDWIG, INC. 
4 871 Coulter S$t., Old Saybrook, Conn. 
See Us At Booth M-41 National 
Business Show, October 15-19 
PRODUC-TROL 
Visual Control 
not only schedules, 
automatically checks 
with TIME, LINE 
and COLOR control 


Scheduling 
8,000,000 items 


* Original cost and upkeep low. 

© Schedules and time checks operations. 
* Historical record to back it up. 
7 
~ 


Bad situations show automatically. 


Its simplicity has put it into 
world-wide use. 


* Analyze 100 items in 10 seconds, 


Effective Tools for 
Effective Management 


WASSELL ORGANIZATION, INC. 
Westport, Conn. 
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Inside out— 
(From page 68) 


35 by 60 foot dining room has been 
designed so that it can be divided into 
three dining rooms or conference 
rooms, each 20 by 35 feet, by use of 


multifold doors. 

In line with the general theory of 
space the 
long span steel construction has sbeen 
used for the parts of the building de 
signed for general office areas to allow 
for the most efficient layout of desks 


mobility within 


building, 


and work areas. Fluorescent lighting, 
provided by 24 by 48 inch units ar 
ranged in continuous strips on 10-foot 


centers, 


has been coordinated with 


window modules and structural fram 
ing to allow for maximum 


movable partitions, and any 


use Oo} 
needed 
changes of layout as time goes on. 


Has many employee features 


The building will boast the employee 


facilities that are fast becoming the 


standard thing in new American of 


fices. Completely air-conditioned, it 


has parking facilities both for employ 


ces and visitors. Simple and fun 
tional in appearance, it has the grace 


whi h comes trom complete adaptation 


to the purposes which it is to serve 


characteristic which is becoming 
more common on the American office 
scene as an increasing number of build 


ings are designed from the center out, 


are built to fit the functions of the 
organization, rather than as a_ shell 
into which those functions must be 


jammed, 


Steel 
(From page 33) 

use. The wall behind the receptionists’ 

desk 18 

basket 


(used in 


covered with a 


rectangular 


weave of stainless steel 


wire 


certain industrial processes) 


on which the Institute's name has 
been appliqued with stainless steel 
letters. 

The basket weave wall! covering 1s 


only the first of a variety of new uses 


to which stainless steel 


has been put 
Walls of both 


the general reception areas and the 


in the Institute offices. 


executive offices are covered with stain 
less steel panels which have been em 
bossed, and then porcelain enameled. 
The result is a deeply textured surface 
which is exposed metal on the raised 
surfaces, colored on the recessed. The 
effect is rather like that of antiqued 


furniture, and gives each wall a soft 


and pleasing, yet colortone. 
The effect is created by spraying the 
embossed panels with a colored glaze 
and then wiping the glaze from the 
high points of the pattern before the 


baking process begins. 


varied 


The steel motif is repeated again in 
the reception area by the use of buffed 
stee] rods to separate the couches for 
visitors from the beginning of the cor 
ridor leading back to the 
area. 


working 


Self-contained departments 


As an Institute serving many differ- 
ent functions for the steel industry, 
the new headquarters has been laid 
out to incorporate a number of distinct 
activities and to keep various depart 
self-contained, 
Thus, the rectangular floor plan has 
been laid out in such a that the 
board room and rooms for major In- 


ments more ofr less 


way 


stitute officers have their own separate 
entrance and reception area. Institute 
officers representing major steel com- 
panies have private offices as do their 
secretaries, and staff members of 


row ol 


the 


Institute have a 


with 
secretaries adjacent to their bosses in 


offic es 


corridor strips outside the private of- 
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Save time and work by flagging vital 
information with easy-to-use Smith 
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Smith Signals are sturdier, last longer 
Made of hard tempered steel, the jaws 
have stronger grip 


to 2° widths. Choice 
of 12 plain colors or printed alphabet- 
ically, by numbers, months or states 
Special imprinting available 


Available in 


See your oftice supply dealer 


or write 
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The staff offices are set off trom 
secretarial corridor by floor to ceil 
panels of the same unpolished 
glass used to separate the execu- 
reception area from the elevator 


Movable 


MrmMonizing 


steel panels, enameled 
staff 


| 
} 


in colors, separate 
offices from each other. 

Doors throughout the offices are of 
buffed 
knobs. 


fixtures. 


(one 


"| 
stainless Steel, aS are all door 


hinges, water fountains, and 


Nth floor 
by the Institute’s library, 


entire corner of the 
1s occupied 

1 ! ‘ 
a wealth of technical information for 
the staff, and also for any individual 
needs research material on 


who any 


phase of iron or steel or their manu 
facture. A struck 


in the generally functional library by 


contrasting note 1s 
the use of inset panel display cases in 
which are exhibited old and rare books 
on metallurgy 


| 
well 


and steel making, as 
is various memorabilia associated 
with the industry. 

The 


tected from the public by its opaque 


unpolished plate 


executive reception loyer, pro 


glass doors, demon 


strates still other unusual uses of stain 


less steel] lor decorative purposes. 


Where general reception has a steel 


wire basketweave wall 


covering as 


You Get Things Done With 
Boardmaster Visual Control 


Gives Graphic Picture of Your Oper- 
tions—Spotlighted by Color 

Facts at a glance—Saves Time, Saves 
Money, Prevents Errors 

Simple to operate—Type or Write on 
Cards, Snap in Grooves 

Ideal for Production, Traffic, Inventory, 
Scheduling, Sales, Etc. 

Made of Metal. Compact and Attractive. 
Over 100,000 in Use 


Complete price $495° including cards 


24-PAGE BOOKLET NO. G-500 
FREE Without Obligation 


Write for Your Copy Today 


GRAPHIC SYSTEMS 


55 West 42nd St. @ New York 36, N. Y. 


OCTOBER 1956 For More Information From Advertisers Use Readers 


lominant note, the executive recep 


tion loyer employs a solid sheet of 


stainless which has been embossed mn 


an irregular 


pattern, but which has 


not been enameled. Dully gleaming, it 


lends a rich and colorful sheen to a 


room in which the other colors have 


been kept routed. 


Even the bane of appearance-con- 


sc1ouUs structural 
columns, 


designers, interior 


have been put to alvantage 


in the Institute offices. Interior col 


umns have bee n sheathed with heavy 


sheets ol buffed stainless on two sides 
of the column, by in-sloped panels ot 
enameled steel on the other two sides. 


Thus they carry forward the decora 


tive theme of the offices, rather than 


serve as an unsightly interruption as 


they do in so many offices. 
Board room uses wood, too 
as he 


the only Institute concession to another 


board room constitutes almost 


and rather older building material 
wood. The board table, even though 
supported on steel leys, is of wood, 
as are the folding panels that separate 
from the adjacent 


the board room 


serving room used for lunches for 


M“ hen 
scheduled, \ 


handsome 


board and committee members 


an all-day meeting is 


unique feature of the wood 
been con 


that they 


n panels is that they have 
structed in such a 
be folded directly 
The 


wooden panel, so that when the divid- 


way may 


into a recess in the 


1 
Wa l. recess 18 closed Dy 


another 
ing > not here i 
my panes are not in use, there is no 


trace or of any divi 


of their existence, 
sion between board room and serving 
room. 

The 


wood in the 


comparatively lavish use of 


board room however, 
has not been an exclusive use 


rhe 


sheathed in irregularly embossed stain 


of wood. 


window walls of the room are 
less, and one end wall in smooth « nam 


ele d stainle 5S. 
Needless to say. office 


organization 


furniture 


throughout the is steel, 


In terms of statistics, well over 50 


tons of sheet steel, and eight tons ol 


stainless sheet and bars were used in 


the new offices. 


Efheient and strikingly handsome, 
the new headquarters of the American 


Iron Steel tribute 


and Institute are a 
to the imMapination of the architect re 
sponsible for interior design, J. Gordon 
Carr, ol J. 
New 


beauty of the 


Gordon Carr Associates, 


York, and to the versatility and 


metal which is their 


reason for existence—steel. 


Inquiry Coupon 


Vibration's fine 
for breaking 
concrete... 
bat it's out 
of place ina 
| business office! 
ARE YOU HAVING VIBRATION TROUBLE 
WITH HEAVY OFFICE MACHINES? 
Usually it’s the stand ...not the machine! 


HERE'S THE ABSOLUTE ANSWER! 
The TIFFANY 


At better dealers 


everywhere 


. eo fey 
stand designed 
especially tor 
today's electric 
typewriters and 
bookkeeping 
machines 
Absolutely 
vibration-free. 
Tremendous 
strength through 
super rigidity of 
construction. 


Model 8002 


Also available 35 V4" height 


TIFFANY STAND CO. 


7350 FORSYTH $7 LOU MO 


Automatic §/ 


ELECTRIC STAPLING 


A NECESSITY IN 
MODERN BUSINESS! 


e Fast. . Merely insert the work 
and in a split second STAPLEX 
does all your stapling. Both 
hands always free to feed work! 
1 person can do the work of 10. 
« Time-tested . . Thousands in 
profitable use . . Users report 
savings of 70% and more in 
stapling time and costs. 


© Portable .. Plugs in anywhere. 


e Write for literature or free 
demonstration. 


With | drop leaf —Model 8000 


[tHe —Sfaplex company’ 


| 770 Fifth Ave., Brooklyn 32, N. Y. 
NAME 
| COMPANY 
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aes Catalogs, Booklets, Brochures 


that makes the difference! 


- the razor-sharp, replace- for the office 
able blade found only in the 
ORIGINAL DUX Wall-to-Wall Lighting 


Sylvania Electric Products, Inc., 1740 Broadway, New 
York 19. The Modern Method of Wall-to-Wall Illumination 


Precision Pencil Sharpener 


Always a sharp point with 


the twist of the wrist and Sound Conditioning, a 20-page booklet on Sylvan-Aire 
Spiliproof container in . 
choice of three colors: lighting systems. (1) 


wide variety desk and 
pocket models, including 


genuine leather-gold Collators and Inserting Equipment 
Oumioreeass fed Thy = Cummington Corp., 620 Commonwealth Ave., Boston 15. 


your stationer or write Folders: Papermatic Control in Paper Gathering, and Paper- 
FRED BAUMGARTEN, Exclusive Imports matic Control Cuts Mailing Costs, on collating and mail 

‘ 
675 Cooledss Ave. Dept.¥-10 inserting equipment, respectively. (2) 


Autographic Registers 

The Baltimore Business Forms Co., 3120-56 Frederick 
Ave., Baltimore 29. Four-page folder on Sturgis one-write 
register systems. (3) 


SELECTED FOR 


GOOD DESIGN =) 

by the Museum of m 
Modern Art, New York ‘ 

PYREX GLASS SAND URN 


| Motor o Files 


_ Hq Dia 

ie’ ” . ‘ . . 

p—~ ae i Diebold, Inc., Canton 2, Ohio. Four-page case history on 
@ sand urns © ash trays the use of earey motorized filing equipment in The Com 
@ wall ash receivers @ wardrobe racks i ° ; ille, K (4) 
@ smoking stands @ costumers monwealth Life Insurance Co., Louisville, Ky. 

@ waste baskets @ planters 


@ waste receptecios @ umbrella stands 
Free Catalog on Request 


LOUMAC SUPPLY CORP. 


Manufacturers and Distributors 
333 East 103rd St., Dept. OM, N.Y. 29.N_Y. 
Alwater 9-8604 


Klectronic Computer System 
Underwood Corp., Electronic Computer Div., 35-10 - 36 
Ave., Long Island City 6, N. Y. Folder on new develop- 
| ments for Elecom 125 systems, including information on 
the new Elecom File Processor. (5) 


Movable Partitions 


you can CUT COSTS en E. he ee 7516 ow pam: ee 
| 6. ustrated six-fold brochure, in color, on Hauserman 
SAVE SPACE witn |  W 


Divider Walls and their use in dividing open floor space 
ready-reference into semi-private work units, (6) 
¢ ‘ 
LAY 
| Order Control Systems 
TRANSFER FILES | Cummins-Chicago Corp., 4740 N. Ravenswood Ave., 
: the top @ covegellll Chicago 40. Ilustrated booklet, There's Safety in Numbers, 
fibreboard file with exclusive | on the use of Cummins document perforating equipment 


ALL-STEEL FRAMEWORK! § Sizes. “to make sure every shipment is billed.” (7) 


Clip this ad to your business ‘ 
letterhead for complete 

facts and FREE “HOW TO" | Office Furniture 

storage practices booklet. 


Columbia Steel Equipment Co., Fort Washington, Pa. 
BANKERS BOX CO., Dept. OM-!0 Illustrated booklet 


, in color, called Nine-To-Five, on Colum 
720 S. Dearborn St., Chicago 5, Ilinois 


bia's Nine-to-Five line of office desks, storage units, creden- 


nf ILL BUY FOR CASH 
Mieracr ie 105 USED BILLING & BOOKKEEPING MACHINES 


Mode! £7200, 7800, M-215, M-222, M-235, M-806 


BURROUGHS—SENSIMATICS ZFI00, F200, F300, F400 
NATIONAL CASH REGISTERS £1500, 1900, 2600, 6000 Class 
DIES AND PROOFS $Me 22 N.C.R. PROOF & ANALYSIS £22010 (123), 20417 (1395), 22115 (145), 
Claire 
Yoruire BUSINESS CARDS 


22910 (24) 
1000 N.C.R. 3000 Class £30612 (124—2X) 18 £3—40,000 & over 
4 N.C.R. INSTALLMENT POSTING £A2206 (64UP), A2207 (642) (62!) (630) 


NCR. 3100 Class s3|—10—10 (18) 20" £4, 700 000 : over 
500 $11 ¢ 1000 $15 Quail RemimetONs sree s¥18 000. &. over 
COVERS. BRANDT COIN MACHINES—Mode! 260, 61, 100, 101, 150, 200, 20! 

BUSINESS ANNOUNCEMENTS 500 OWLY $28 KARDEX CABINETS 


Size 5x8 only 


' $300 Advise Complete Model & Serial Numbers 
CLIP YOUR LETTERHEAD'TO THIS AD... — 100 for Our Quotations 
MAIL FOR FREE PROOF - 


| L. A. PEARL COMPANY 
DEWBERRY ENGRAVING CO. 


Dept. 10M, 140 West 42nd Street New York 36, N. Y. 
807 SO, 20th ST., BIRMINGHAM 5,ALABAMA 


BRyant 9-1459 Wisconsin 7-1220-1-2 
DEALERS IN USED ACCOUNTING MACHINES 
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and other units which can be combined 


zas, panel tables, 


to make individual work stations as required. 


Open Shelf Filing Systems 


Estey Metal Products, Inc., 350 Broadway, N. Y. Four 
page folder on open shelf filing units, including follower 
block shelves and divider type shelves. (9) 


Lighting Fixtures 

Lam Workshop, Inc., 404 Main St., Wakefield, Mass, 
The Latest in Lighting, illustrated folder on diffusers, fix 
designed for use where ornamental light- 


tures, and lamps, 


ing fixtures are required. 


Shelving Installations 
Hallowell Div., Standard Pressed Steel Co., 
Pa. Catalog containing tips on how to plan installations and 


Jenkintown, 


order steel shelving, with illustrations, suggested floor plans, 


shelf-capacity chart, and specifications, (11) 
Photoc opy ing 

The Haloid Co., 
on the 


use of a Rectigraph photocopying machine by Gen 


eral Mills, Inc. to speed paperwork, reduce errors, and cut 
costs. (12) 

Machine Accounting System 
Remington Rand Div., 315 Fourth 
Ave., New York 10. Case history study of time saving in 
the bookkeeping department of Hoffman Lumber Co., using 
Brochure No. 
(13) 


Sperry Rand Corp., 


Remington Rand machine accounting system. 


AB-1107. 


Automation of Business Systems 

Moore Business Forms, Inc., Niagara Falls, N. Y. 
let, Basic Steps Toward 
describing automated data processing and Moore’s approach 


Book 


Automation of Business Systems, 


to the study of systems, equipment, forms design, and other 


(14) 


factors involved in making an installation. 


Floor 


Huntington 


Maintenance 
Ind. Manual on 
Sweeping and Mopping Floors, a 24-page booklet, newly 
ievised, on the maintenance of various types of floors. (15) 


Laboratories, Huntington, 


For further information, use Reader Inquiry Card on 
page 1/24. 


Rochester 3, N. Y. Case history brochure 


1 Numbering Machine 


() Jobs go Faster. .. 


FORCE 
150 


Automatic, all-purpose numbering 


up d of every- 


day jobs in office or plant. (Provides 
consecutive, duplicate or repeat num- 
bering.) See your dealer or let us 
send ovr catalog “How to Select a 


THE INCOME TAX MAN 


will let you deduct the cost of busi- 
ness travel—but only if you have 
definite, itemized records to show him. 


BEACH'S 
“Common Sense" 
EXPENSE BOOKS 


are best because you jot down the 
expense as it is incurred rather than 
later when a lot of it is forgotten. 


Buy them from your stationer or 
write directly to us. 


Beach Publishing Co. 


19829 W. McNichols Rd., Detroit 19 


For 


OCTOBER 1956 


More information From Advertisers Use 


Numbering Machine.” 
Specify FORCE for the Finest 


ne: 


WM. A. FORCE 


Ne wick 


——— — ee 


NEVER BEFORE 


@ so much spoce 

@ so many exhibits 

@ so greot on 
audience 

@ so mony new 
ideos 

@ so much interest 


Acres and Acres of Ideas 


at the largest management show ever held anywhere 


,t Qumran “ ‘* 


S avENnuE. eabes Al ny 


MANAGEMENT comes to See, to test, to 
compare all that is new and proven in 
every thing used to construct, maintain 
and operate the modern office. 

DEALERS come to compare lines, and to 
see those progressive manufacturers who 
sell “through dealers’ not just “to 
dealers.” 

EVERYBODY comes with just one pur- 
pose—to plan their methods and pur- 
chases. There are no social events, 


“Meetings” or other distractions. 


)) NATIONAL BUSINESS SHOW 


New York Coliseum —Columbus Circle, New York 


October 15 thru 19, 1956 


1-10 PM DAILY 


RUDOLPH LANG, Managing Director 
33 West 42nd Street, New York 36, N. Y. * PEnnsylvania 66760 


Readers’ 


Inquiry Coupon on Last Page 


: ha 

.: 
ee (8) - 3. 
cmetiaintimeiias | om 
Be : ‘7 | | a 
. ei ae 
P+ kh F 

i af 

— (10) —=_ . “ae 
BP (a 4 * 

: ee te a 
frint Fr 
| i 
i ' 
ee 
— | Fadl: 

| ee zi 
wt a 
af ‘ ee 
' WIth u a = \ thé “y 
Wit re 3 . NATIONAL BBSUMESS SID W . oa 

» 4 ih ae % Ay Lot { 

i WH es re oa 

ee ee a " 1d 
: oe i i) Hal aay q ' 5 tes 
Y Sit 

* - | . 
| 4 | ae 

—_—_.c.....SSSS cc cx 83] Lie 

t eee eee P 
ae oe 
Maycatt ie - 
7 9 to 

i De ¢ 
' ee : ‘ 
3 

es | 4 
hy 4 
—_———— a shal 

| SS 121 nas 
te 


WRITE ON YOUR BUSINESS 
LETTERHEAD FOR BOOKLET i 


YOU NEED IN 
KEEPING PAPERS AND INDEX 4 
CARDS.” 


“our printer 
was right!’’ 


Best performing paper for your 
frequently handled records, is 
Parsons Mechano Form Ledger 
and index. Quality printers 
generally will tell you this. 
Mechano Form will not “dog 
ear’. . . restful, no-glare surface 
relieves eye strain. . . erasures 
will not roughen or discolor the 
sheet made from 50% 
new cotton fibers. Color controls 
in your office systems can be 
established with a wide range of 
matching colors in all Mechano 
Form weights, Parsons Mechano 


Form a preferred business 
record paper, will ouiperform 
others. Specify it for your 


record forms. 


PBiems 


MECHANO FORM 
LEDGER AND INDEX 


... Makers of permanent 
prestige business papers 


yr ae ] 


=n 
Record Keeping r 


Papers 
J and Indes Condy | 


"HOW TO GET WHAT 
RECORD 


PARSONS PAPER jas 
HOLYOKE, MASS. u Ret itis) 
1956 « road 
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CLASSIFIED ADVERTISING 


Rates are 20¢ @ word. Minimum charge $3.00. Payable in ad- 
vance. Address replies to all Box Number ads c/o OFFICE 
MANAGEMENT, 212 Fifth Ave., New York 10, N. Y. 


For Sale or To Buy 


W ANTED ALL TYPE OFFICE Machines, Filing Equipment, Office 
I it Kardex, Acme Post Index. Will exceed a manufacturer's trade 
ir lowance Write, Wire National Office Equipment Co., 429 Broome 
St "Ne w York, N. ¥ 


OFFICE oe Weng’: One 1) I T. XILV Diebold Posting Unit 
ith divider Holds 1,500 cards. Almost new. One (1) Diebold Cardineer 
Holds 3,000 5 x 8 cards. Almost new Immediate 


SCME VISIBLE RECORD CABINETS Use 7 in. x 11 1 card 
Guaranteed in excellent conditior W rite s for photograph, prices and 
Hart's Automotive Parts Co., 1230 Market St Chatta 


\DDRE SSOGR APH MODEL 3700 Complete with all attachments 
Three printers, rints in two colors 18 months old. Perfect conditior 
B& LS ‘le sf 6605 Harrisburg Bivd., Houston, Texas. Walnut 68393 


Business Opportunities and Services 


SHORT UT Ppt ~ IC BOOKKEEPER or Tax Expert, Easy professions 
me jlutionary concept guarantees substantial steady income Immediate 
ari ngs In . tigate \ wiitax 4) 4) 4 I 


MAII OSDER OPER TURET Exciting 
ine Mail orde itive will show 
estment ndis < 


21-10 Cle veland 14, O) 


Learn to Apply 
ELECTRONIC COMPUTERS 
In Business 


Electronic Data Processing permits faster reporting of 
more worthwhile information at less cost. Are you, your 
employees, and your Company preparing to gain from 
the opportunities offered by E D P 

BUSINESS ELECTRONICS can help you with a Corres- 
pondence Course designed to teach PROGRAMMING 
FOR BUSINESS COMPUTERS. 


Write today tor free details 


BUSINESS ELECTRONICS. INC. 


Educational Section 
Box 3330 Rincon Annex San Francisco, California 


CHANGE OF ADDRESS—In requesting a 
change of address, please give your old ad- 
dress exactly as it appears on our records. If 
possible send us the stencil impression of 
your former address taken from last copy of 
OFFICE MANAGEMENT. Allow 3 weeks for 
corrections. OFFICE MANAGEMENT, 212 
5th Ave... New York 10. New York 


OCTOBER 1956 


SHELL OIL CO. saves precious end-of-month 
time with DENOMINATOR! 


Summary car-loading reports and other periodic data are 
now produced in shorter time—thanks to this modern 
means of rapidly classifying data without use of pencil 
or tabulation work-sheets. 


Use DENOMINATOR for your toughest sort-and-count 
problems. It takes out TEDIUM and puts in ACCURACY 
and SPEED! 


Ask for demonstration or review of your tabu 
lation problem — without cost or obligation 


Write Dept. OM-66. 
+++ 


The DENOMINATOR COMPANY, Inc. 
261 BROADWAY, NEW YORK 7, N.Y. 


Rimetactirers. of Tabulating nosiiies for 40 years 


Fine Point wa 


ERASES SINGLE LETTERS 97, 


P Thin Diameter > 


FITS DAINTY HANDS A 


_, Handy Brush 


— FLICKS wo RUBBINGS | Be 
ww Laisdel 
“KLENZOV//7 


PAPER w RAPP E O 


ERASER with Brush 


At All Stationers or write for Sample of 531-T 
KLENZO or 530-T KLENZO Thin without Brush 
BLAISDELL PENCIL CO BETHAYRES, PA 


For More Information From Advertisers Use Readers’ Inquiry Coupon on Last Poge 123 
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INQUIRY SERVICE 


For Subscribers to OFFICE MANAGEMENT 


This service is provided for the con- 


venience of Office Management Execu- 
tives in obtaining complete inform- 
. tion on the products advertised in 
this issue. Advertisements are identi- 


fied by their respective page numbers. 
Fractional page advertisements are 


tke IN r 0 RM ATI 0 N further identified by the initials of 
a the advertiser. 
‘2 a i 

: Simply circle the 


On New Products respective numbers 
as: in coupon below 


Obtain New Catalogs 
Just circle the numbers on which you 
and Helpful want further information; fill in your 


name and address below, tear out and 
mail to Office Management. Our office 


Literatu re will forward your inquiries promptly 


to the companies concerned. 


h SEND OFF THIS BLANK... FOR PROMPT SERVICE 


.E Please forward to the respective companies, our request for 
: OFFICE MANAGEMENT further information on the items we have circl below. 
+ 212 Fifth Avenue, New York 10, N. Y. There is no obligation to us for this. We understand this is 


a service to us as a subscriber. 


OCTOBER 1956 ADVERTISEMENTS 


(Circle respective page numbers on which ads appear) OCTOBER 1956 


ee pf NEW PRODUCTS ITEMS 
ss 4th Cover { so CATALOGS AND OTHER AIDS 
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Name..... 
October 1956 lesue, 


Office Management 


This inquiry form good 
until Nov. 15, 1956 


Company. 
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Correspondence, 
Paid Invoices 


Accounts 
Receivable 


tT 
Inventory 
e oo te 
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Unshipped Orders 


Bills of Lading ont, 


rene 
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‘ t ; Checks, Cash 
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Customer 
| ord List 


Paid Accounts, ny he 
Voucher Checks 


Current Work, 
Reports, Contracts 


*Fire can’t burn any of the 


records in this office 


..- ALL ARE PROTECTED BY UNDERWRITERS’ LABELS 


P OU are looking here at no ordinary 
Y office scene. The difference is a new 


means of record keeping, now revolu- 


tionizing office methods—fire protec- 
tion for all records right where they are 
being used. 

This ““time-engineered”’ 
Shaw- Walker equipment not only gives 
right-on-the-job fire protection during 
working hours when most fires (55% 


modern 


occur, it pays for itself by saving time 
and space. All of the savings from this 
efficiency go directly into profits. 


ih Lik 


GHAW-WALKE 


For More Informati 


on From Advertisers Use Readers’ 


Collection Sheets 


| Payroll 
} Records 


Accounts 
Payable 


EACH DRAWER A SAFE! Jn thin mod- 
ern, good looking Shaw.Walker fire 
prooft equipment, fire walla atand 
between your irreplaceable records 
Fire-File, 
Thick, 
l-reinforced fire inau 


lation on all six aide 


and possthle deatruction 
with corner cut away shows 
ateel- walled stee 


of each drawer 


Shaw-Walker makes 46 different 
types of this time-saving, fireproof 
equipment — Desks, Fire-Files, Post 
ing Trays. In them your records will 
be completely safe, always ready for 
instant use, even after a fire. You can't 
afford to gamble—57% of the busi- 
nesses who lose records in fires never 
fully recover. 

Shaw-Walker has been helping 
American business save time and step 
up office output since 1899. There are 
4,000 Shaw-Walker products — chairs, 
desks, filing cabinets, Fire-Files, loose- 


leaf and payroll equipment — every- 


Vault-like interlocking drawer front 


thing for the office except machines 


each “time-engineered” for the needs 
of every job and worker 

So if you are modernizing or setting 
up a new office, make sure you use 
Shaw-Walker throughout. It will help 
you stretch time—the moat critical 
factor in business today. It may save 


your business! 


THE BOOKLET, “TIME AND OFFICE WORK” i» 
with ideas for stretching office time 


information on 


packed 
A wealth of 
office 
Many color illustra 
letterhead to 
Michigan 


time engineered velem 


and equipment. 36 pages! 
tions! Write today, on 


Shaw-Walker 


business 


Muskegon 59 


Largest Exciusive Makers of Office Furniture and Filing Equipment in the World 
Executive Offices at Muskegon Michigan Branches and Lactusive Dealers in All Principal Cities 


Inquiry Coupon on Last Page 
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Now... like wearing “Magic Gloves” 


ay 


Never “\\ before 


Akdon=Jouel. Typing! 


such Golden Ease, 


such speed, such print-perfect results! 


Now, The Golden Age of Golden Touch! Suddenly (as if 
you'd put on “magic gloves”), your hands have exciting 
new precision with glorious, new typing ease. The new 
Underwood Golden Touch Electric sharpens your skill; 
saves your strength and precious time as no other kind of 
typewriter can. And for “Him”. . . truly print-perfect 
with carbon-after-carbon-after-carbon print- 
perfect, too. 


letters, 


P.S. Call your Underwood office today. 
See the Golden Touch Electrics in 5 smart new colors. 
Underwood Corporation * One Park Ave. * New York 16, N.Y. 


underwood - 


Mor Ir formation rom 


Advertisers Use Readers nqu 


new... underwood olden Joueh 


Keyboard Margin-Setting 
Multi-Carbon Dial 
Electric Ribbon Re-Wind 
Cushioned Power 


ends wasteful hand-travel! 

gets you set for up to 20 clear copies 
ends messy ribbon-change! 

for wonderful new, day-long quiet! 
Automatic Carriage-Return 
Half-Moon Keys. . 
Personalized Type Styles 


ends tiresome carriage-fling! 
..perfect protection against chipped nails! 


. .for distinguished letters 


y Coupon on Last Page 
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